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T e
N2
. . TOxLy ! TITLE >y = ” — —
. Personnel, Office of the Director / ) ST e A
ITEM LES IDE|
NO. (TITLE, DESCRIPT;(;N, ARIRANg;AIIEI\:T?,ABIIvgNINCLUSIVE_ DATES) (c‘{f.ﬁé’MFEr., DISPOSITION [NSTRUCTIONS
1 OFFICE SUBJECT FILE
Consists of correspondence, reports, and 6.2 Permanent. Disposal not authorized.
. other papers which document the policy and (Cut off at end of every other year
. procedures pertaining to the preparation and and transfer to the Records Center
execution of the Agency's Personnel Manage- 2 years thereafter.)
ment Program. Filed alphabetically by subject.
/ (1947-1956)
2 TOP SECRET FILE
) Consists of correspondence, reports, and 1.0 Dispose of in accordance with disposi-
) other papers classified Top Secret, main- tion instructions for papers to which
tained in a separate file because of their the TS document relates.
security classification. Filed alphabetically
s by subject.
(1950-1956)
3 PROGRAM FILES
Consists of waterial Arelated to the Subject 3.4 Permanent. Disposal not authorized.
. File which documents particular phases of (Place in inactive file upon completion
personnel management activities such as the of program., Cut off inactive file at
- Insurance Program, the Career Service, end of each year; transfer to Records
application of public laws, etc. This file Center 1 year thereafter.)

also contains special briefing material
preparéd for various committees. No
arrangement.

i (1952-1956)

SECRET
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estimates, advice of allotment authoriza-

tions, budget analysis and allotment requests,

miscellaneous obligation records, analysis

of allotment transactions, and related

papers. Filed chronologically.
(1946-1956)

of appropriation.
of appropriation; destroy 4 years

thereafter.

ITEM NO. FILES IDENTIFICATION ] VOLUME | DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5

b ACTIVITY REPORTS FILE
Consists of the original copies of activity 1.5 Temporary. Destroy when 5 years old.
reports submitted to the Director of -l (Cut off at end of each year; transfer
Personnel from Division and Staff elements of - to the Records Center 1 year thereafter.)
the Office for informational purposes. File
chronologically.

(1955-1956)

5 PROGRESS REPORTS FILE
Consists of semi-annual and annual reports .1 Permanent. Disposal not authorized.
which are subuwitted to the Director of Retire to Records Center when 2 years
Personnel. These reports document the old.
activities of the Division and Staff
elements of the Office and provide statistics
and information on program requirements for
preparation of the budget. Filed chronolocit
cally by fiscal year.

(1955-1956)

6 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing corres- 4.0 Tewporary. Destroy when 3 years old.
pondence maintained for convenience of (Cut off at end of each year; transfer
reference. Filed chronologically. to Records Center 1 year thereafter.)

(1953-1956)

T BUDGET AND ALLOTMENT FILE

Consists of the Office copy of budget 3.0 Temporary. Destroy 4 years after lapse

(Cut off upon lapse

SECRET
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‘ 8 POSITION CONTROL REGISTER
< Consists of wachine listings containing .2 Temporary. Destroy 2 months after
rosters of authorized Agency positions, close of fiscal year involved.

used for control purposes and in prepara-
tion of the budget. PFiled chronologically.
(1955-1956)

9 EMPLOYEE SUGGESTION FILE

Consists of case files maintained on employes 1.0 Temporary. Destroy when 3 years old.
' suggestions received by the Office for reviey (Cut off at end of each year; destroy
and comment. Files contain copies of comments 3 years thereafter.)

prepared by the Office, transmittals,
pertinent bulletins, circulars, Executive
Orders, and similar material. Filed
numerically by suggestion number.

(1953-1956)

10 FITNESS REPCRT FILE

: Consists of extra copies of Form 45, Fitness 3.0 Temporary. Destroy upon separation of
Report, maintained on OP personnel. These employee.
reports contain an analysis of the employee's
work performance during the reporting
period and are used for reference in
planning assignments, training, etc., for the
employee. Filed alphabetically by name.
. (1955-1956)

xe

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5

iase 1392 007, 10000 RECORDS CONTROL SCHEDULE - CONTINUATION SHEET tan




-

o

ITEM NO. FILES IDENTIFICATION i ] VOLUME DISPOS[TION INSTRUCTIONS
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11 OPM MEMORANDUM FILE

Consists of administrative issuances

(0ffice of Personnel Memorandum) and a

register which is used to assign control

numbers to the wemorandums. These

memorandums are prepared and issued by the

Office of Personnel as directives and to

supplement Agency regulatory issuances.

a., Number Register. .1 Temporary. Destroy when 4 years old.

(1954-1.956) Retire to Records Center when 2 years
old.

b. Office of Personnel Memworandums. 2.5 Permanent. Disposal not authorized.
Filed nuwerically. (Designate 1 copy of each issuance

(1951-1956) as a record copy. Cut off record
copy file at end of each year; transfer
to Records Center 1 year thereafter.)
12 NEWSLETTER PUBLICATION FILE

Consists of material accumulated and used 1.0 Temporary. Destroy when no longer

in the preparation and publication of the needed for reference purposes

Personnel Newsletter. Material includes

items to be published in forthcoming

issues, distribution lists, suggestions

for improvements of the letter, etc.

(1955-1956)
13 LOG FILES

Record of receipt and dispatch of cables,

Personnel folders, dispatches, and other

classified material including Top Secret.

Maintained primarily for security purposes.

a. Top Secret Log. Consists of the Office .2 Disposal not guthorized. Retain in
copies of Forms 38-14 and 312. Filed current files area indefinitely.
chronologically.

(1954-1956) SE(;;’?"T
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5 ’

FORM NO. |393 USE PREVIOUS

1 JAN 56

EDITIONS,

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(41)




SO

ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2905[1 ;Z{’%;‘CIA-RDP78-00487A000100250001-5
it Sﬂ K .
13 L0G FILES (CONTD) Sewbi

b. Cable Log. Consists of an unnumbered .1 Temporary. Destroy when 1 year old.
form used to record the receipt and (Cut off at end of each year; destroy
dispatch of Rybat Cables. Filed 1 year thereafter.)
chronologically.

(1956)

c. Personnel Folder Log. Consists of a .1 Temporary. Destroy when 1 year old.
loose-leaf binder containing a record (Cut off at end of each year; destroy
of the receipt and dispatch of Personnel] 1 year thereafter.)
folders charged to the Office. Filed )
chronologically,

(1956)

d. OGC Opinion Log. Record of 0OGC o1 Tewporary. Destroy when 2 years old.
Opinions disseminated throughout the (Cut off at end of each year; destroy
Office of Personnel. ZFiled chronologi- 2 years thereafter.)
cally.

(1955-1956)

e. Mail Log. Consists of a loose-leaf .1 Temporary. Destroy when 2 years old.
binder containing a record of all other
classified material. Filed chronologi-
cally.

(1955-1956)
14 REFERENCE PUBLICATIONS FILE

Consists of regulations, notices, OPM's 6.6 Temporary. Destroy when no longer

OGC Opinions, handbooks, etc., waintained needed for reference purposes.

for reference purposes.

15 LIBRARY MATERIAL

Consists of bound library books, dictionariep, 5.0 Temporary. Return to Library when

guides, manuals, etc., maintained for no longer needed for reference purposes.

reference purposes.
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5 )
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SIGNATURE

TITLE DATE
Files

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

16 | FORMS CONTROL FILE
Consists of case files maintained on all k.o Tewporary. Destroy 7 years after
forms used and pertaining to the management. related form is discontinued, super-
of Agency personnel. These files contain thd seded, or obsolete. (Place in
concurrences, authorizations, survey work inactive file when related form is
sheets, and copies of the requests for discontinued, superseded, or obsolete;
revisions, requests for new forms, reproduc- cut off inactive file every other year
tion requisitions,and similar material. and transfer to Records Center.)
Arranged by type of form and numerically by
number thereunder.

(1950-1956)

17 WORKING FILE
Consists of a file accumulated in the .8 Temporary. Destroy when superseded
performance of duties as Records Control or obsolete.
Officer and Area Security Officer. This
file contains information on security
violations of OP employees, emergency
planning, proposed forms, etc. Filed by
sub ject.

(1947-1956)

18 PROGRAM FILES
Consists of correspondence, lists, reports .6 Tewporary. Destroy when no longer
and similar material pertaining to various needed for reference purposes.
programs and projects being administered by
the Records Control Officer. This file
contains information on the Vital Materials
Program, reporting systews within the Office,
space requirements, installation of phones,
etc. Arranged by subject. SEGB

(1952-1956) ET
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19 VITAL MATERTALS DEPOSIT SLIP FILE

3 Consists of the returned signed copies of
Form 620, Vital Materials Transfer Slip,
reflecting deposits made by the Office.
File also contains a register of assigned
deposit numbers.

a. Form 620, Vital Materials Transfer A Disposal not authorized. Retain'in
Slip. Arranged organizationally and current files area indefinitely.
nuwerically thereunder.

.. ‘ (1952-1956)

b. Number Register, Arranged chronologi- .1 Temporary. Destroy when 1 year old.
cally.,
(1956)

20 VITAL MATERTALS INVENTORY FILE

Consists of Form 676 which is a record of
Vital Material deposit and withdrawal
activity and an inventory of deposits

s made by the office.

a. Quarterly Report. Filed chronologically. .1 Temporary. Destroy each years accumula-
(1954-1956) tion upon verification of annual inventory

b. Annual Report. .1 Temporary. Destroy when superseded.
. (1955-1956)
21 MACHINE LISTINGS

Consists of wachine listings which serve .2 Temporary. Destroy when superseded
as a master index and reference to all forms or obsolete.

currently in use in the agency.
(Current

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

22

23

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
REPORTS REFERENCE FILE

Consists of Form 855, Reports Reference, .1 Temporary. Destroy 2 years after
maintained as a control on the distributionj report is discontinued.
reporting procedures, reporting frequency,
and purpose of all reports prepared in the
Office of Personnel. Arranged organiza-
tionally and alphabetically by report
title thereunder.

(1956)

REPRODUCTION NUMBER REGISTER

Consists of a record of reproduction job .1 Temporary. Destroy when 2 years old.
numbers assigned to requisitions initiated
in the Office of Personnel to have material
reproduced by Agency reproduction facilitied,
Arranged chronologically. -
(195L-1956)

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100250001-5
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CONCURRENCE

OFFICE, DIVISION, BRANCH

Personnel, Office of the Director, Career Management Officer's
~ Files

S1GNATURE

TITLE DATE

I TEM
NOC.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) . __

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

2k

25

26

CAREER MANAGEMENT WORKING FILE

Consists of correspondence, rosters of
personnel, test material, public laws,
orientation schedules, training brochures,
and similar material. This file is used
by the Career Management Officer in
coordinating and planning assignments and
training for personnel with SP career
designations. No arrangewent.

(1951-1956)

PERSONNEL CAREER SERVICE BOARD FILE

Consists of the Official winutes, agenda,
reports, and supporting papers documenting
the activities of the Personnel Career
Service Board. These minutes have been
approved by the Director of Personnel.
chronologically.

(1953-1956)

CAREER SERVICE RECORD CARD FILE

Consists of Form 723, Career Service Board
Record, (5"x8") and a 3"x5" cross-reference.
This file contains inforwation on employee
career development and is used in the
selection of employees for membership in the
Career Staff and in planning assignments
and training for the individual.

a. Form 723, Career Service Board Record.
Arranged organizationally and by
position thereunder.

Current)

FORM NO.
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Filed

3.6

Tewporary. Screen annually and destroy
superseded or obsolete material

Permanent. Disposal not authorized.
(Cut off at end of each year; transfer
to Records Center 1 year thereafter.)

%%ﬁ—ému o fo L sy
1?57, 25

Temporary. Destroy upon change of
career service designation or when

employee terminates. SEG

7A000100250001-5
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ITEM NO. FILES IDENTIFICATION ] VOLUME DISPOSITION INSTRUCT IONS
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26 CAREER SERVICE RECORD CARD FILE (CONTD)
& b. 3"x5" cross-reference. Filed .1 Tewporary. Destroy upon destruction
alphabetically by name. of related copy of Form 723,
27 CAREER SERVICE QUARTERLY REPORT
Consists of the original copies of reports .1 . Temporary. Destroy when 2 years old.

containing information on the activities
of the Personnel Career Service Board.

‘ These reports are prepared quarterly
for the Director of Personnel. Filed
chronologically.

(1955-1956)

28 CAREER PLANS FILE

Consists of case files prepared for 3 Temporary. Destroy upon completion of
employees with SP career service designa- training.
tions who wish to participate in the Career
Service Training Program. These files
contain 5-year training plans prepared by
the ewployee, Form 277, Career-Staff
Biographic Brief, and related material used
by the Career Service Board in reviewing
and selecting participants. Copies of
pertinent papers are placed in the Official
. Pepsonnel Folder of the individual.

Filed alphabetically by name.

(1955-1956)

-
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DISPOSITION INSTRUCTIONS

29

30

31

Approved For Release 2005/11/21 : CIA-RDP78-004

4$-<wy”i -

TRAINING REQUEST FILE

Consists of requests frow employees who
desire to participate in internal training
or training at a non-CIA facility. Requestd
are reviewed by the Career Management
Officer and original copies are forwarded
to the Registrar's Office, Office of Train-
ing. Maintained for reference purposes.
Filed chronologically.

(1954-1956)

TRAINING RECORD FILE

Consists of a loose-leaf binder containing
a record of personnel with SP career
service designations who have attended
Agency training courses. Record contains
name, type of training requested, date
training began and ended, etc. Arranged
organizationally.

(1953-1956)

FIELD REASSIGNMENT FILE

Consists of Form 202, Field Reassignment
Questionnaire, maintained on employeeswho
are scheduled for return frowm the field.
Forw contains information on present
assignment, duties and responsibilities,
employee preference for next assignment,
etc., and is used for advance planning

of the individuals next assignment.

Filed chronologically.

(1955-1956)

FORM NO. USE PREViOUS
1 JAN S8 lsga

EDITIONS.

.1

87A000100250001-5

Tewmporary. Destroy when 1 year old.

Tewporary. Destroy when no longer
needed for reference purposes.

Tewmporary. Destroy upon reassignment.

SECRET
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FILES IDENTIFICATION .

VOLUME

DISPOSITION INSTRUCT IONS

32

33

3k

35

Approved For Release 2005/1‘1121 1 CIAH

FITNESS REPORT EVAULATION FILE e

T ﬁu
Consists of an nunumbered form used to
record Fitness Report evaluations on SP
personnel. This file provides a source
of information on employee work performance
and is used for reference when selecting
personnel for assignwents, training, ete.
Arranged organizationally.

(Current)

MACHINE LISTINGS

Consists of copies of wachine listings
containing rosters of personnel and
statistical information on personnel
activities such as ewployee DOG, Career
Staff mewbership, etc. Maintained for
convenience of reference.

(1955-1956)

PERSONNEL FOLDER LOG

Consists of a loose-leaf binder containing
a record of the receipt and dispatch of
personnel folders charged to the Career
Management Officer. Arranged
chronologically.

(1956)

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing

correspondence maintained for convenience

of reference by the Career Management

Officer. Filed chronologically.
(1953-1956)

Approved For Release 2005/11/21 ; CIA
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Tewporary. Destroy upon preparation of
current record of evaluation

Temporary. Destroy when superseded or

obsolete.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

DP78-00
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OFF ICE,

DIVISION, BRANCH

Personnel, Deputy Director Of Personnel For Planning And

SIGNATU

TITL MY o
Development ) M WWP h / Wm
T10 VOLUME M*—SM !
lJoE,M (TITLE, nsscmpr%lﬁFSAR;a%rt‘;Engrc‘:,A All\lDNINCLUSIVE DATES) (CUBIC FT.) DYSPOSITION INSTRUCTIONS
36 SUBJECT FILE
Consists of correspondence, reports, k.0 Permanent. (Screen selectively annually
studies, charts, and similar material used and destroy duplicate and non-record
in administering and conducting the personnel material. Cut off at end of each year;
management activities throughout the Agency transfer to Records Center 1 year there-
and in advising the Director of Personnel on after.)
these activities. This file also contains
information on the development and formation
of the Career Service. Arranged numerically
by basic regulation number.
(1952-1956)
37 ACTIVITY REPORTS FILE
Consists of bi-weekly reports received from .2 Temporary. Destroy when 1 year old.
the Staffs and summary reports prepared for (Cut off at end of each year; destroy 1
the Director of Personnel. These reports year thereafter.)
contain information on mobilization require-
ments, Career Council activities, the JCD
program, etc. Filed chronologically.
(1953-1956)
38 PROGRESS REPORTS FILE
Consists of retained copies of semi-annual .2 Temporary. Destroy when 3 years old.
and annual progress reports prepared by the (Cut off at end of each year; destroy
Staffs and submitted to the Director of 3 years thereafter.)
Personnel thru the DD/Pers/PD. Reports con-
tain summaries of accomplishments and outline
future plans. Filed chronologically.
(1954-1956)
Approved For Release 2005/11/21 : CIA-RDP78-004§7A000100250001-5
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Arranged numerically by weeting number.

(1951-1953)

Approved For Release 2005/11/21 : CIA-H
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39 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 1.4 Tewporary. Destroy when 2 years old.
correspondence maintained for convenience (Cut off at end of each year; destroy 2
of reference. Filed chronologically. years thereafter.)
(1952-1956)
4o COUNCIL, BOARD, COMMITTEE, AND PANEL FILES
Consists of the Official winutes, agenda,
transcripts, reports, and supporting
papers documenting the activities of the
various boards, committees, panels, etc.
These boards, committees, panels, etc. were
convened to examine and develope policies
and procedures on the Agency's Personnel
Management Prograwm, and to select personnel
for wembership in the Career Staff.
a. Career Council files. Arranged numeri-| 4.0 Permanent. Disposal not authorized.
cally by meeting nuumber. (Cut off at end of each year; transfer
(1953-1956) to Records Center 5 years thereafter.)
b. Career Service Board files (predecessor .3 Permanent. Disposal not authorized.
of the Career Council.) Arranged Retire to Records Center when S5 years
numerically by meeting nuwmber. old.
(1952-1953)
¢. Career Service Committee files. Arranggd .4 Permanent. Disposal not authorized.
numerically by weeting number. Retire to Records Center when 5
(1951-1952) years old.
d. Professional Selection Panel files. .9 Permanent. Disposal not authorized.

Retire to Records Center when 5 years
old.

EDP78-00487A000100250001.5
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b CAREER COUNCIL INDEX
" Consists of two sets of 3"x5" cards which .1 Temporary. Disposal not authorized;
serve as an index to council weetings and retain in current files indefinitely.

the decisions made or items discussed at
the meetings. Arranged alphabetically by
sub ject or numerically by council meeting
as appropriate.

(2956)

‘ 42 POLICY MAKING STUDIES - PERSONNEL ADMINISTRATION .

Consists of material accumulated by various 3.2
groups, comrittees, and task forces
organized to study and wake recommendations
on the Agency's Personnel Management
Program. These files contain committee

or group proposals, winutes of meetings,
findings, recommendations, final reports

ete.
(1950-1954)

a. Career Council committee and working Permanent. Disposal not authorized.
group files. Retire to Records Center.

b. Personnel Policy Studies. Not . Permanent. Disposal not authorized.
initiated by the Career Council. Retire to Records Center.

‘ 43 PERSONNEL FOLDER FILE

Consists of case files maintained on per- .3 Temporary. Destroy when no longer

sonnel of the Staff elements and the immedigte needed for reference or upon transfer

office of -the DD/Pers/PD. These files or separation of employee.

contain copies of documents filed in the
Official Personnel Folders and similar
material used in administering the activi-
ties of Office and Staff personnel. Filed
alphabetically by name.

. (Current)

Approved For Release 2005/11/21 - CIA-RDP78-004R7A000100250001-5 J
1 JAN s6 Ebi1TIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET (an)

FORM NO. '393 USE PREVIOUS




FORM NO. ‘393 :::T:::::ous

1 JAN 36

1TEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
Ly TIME AND ATTENDANCE FILE
Consists of a Time and Attendance Report .1 Tewporary. Destroy when 1 year old.
maintained on personnel of the Staff elewents (Cut off at end of each year; destroy
and the immediate office of the DD/Pers/PD 1 year thereafter.)
as a record of their sick leave, annual
leave, overtime worked, etc. Filed
chronologically.
(1955-1956)
Ls TRAINING FILE
Consists of a record of training courses .1 Temporary. Destroy when no longer
attended by Staff and office personnel. needed for reference purposes.
Record contains name of ewployee, date and
names of courses attended, etc., main-
tained for reference purposes. Arranged
alphabetically by name.
(1956)
k6 TOP SECRET LOG
Record of the receipt and dispatch of W1 Disposal not authorized. Retain in
material classified Top Secret, maintained current files area indefinitely.
for security purposes. Consists of the
Office copy of Form 38-1k. Filed
- chronologically.
(1955-1956)
L7 MAIL LOG
Record of the receipt and dispatch of 2 Temporary. Destroy when 1 year old.
material received by the Office, except (Cut off at end of each year; destroy
Top Secret. Log also contains a suspense 1 year thereafter.)
date for follow-up purposes. Filed
chronologically.
(1955-1956)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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L8 REFERENCE MATERIAL

Consists of published material such as 18.4 Tewporary. Destroy when no longer
Agency Regulations and Notices, registers, needed for reference purposes.
pamphlets, handbooks, and publications
from other sources maintained for reference
purposes.

kg LIBRARY MATERIAL
. Consists of library books, dictionaries, 3.0 Temporary. Return to Library when

pamphlets, guides, wanuals, etc., main- no longer needed for reference purposes.
tained for reference purposes.
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50 STAFF SUBJECT FILE
Consists of correspondence, reports, listingsL 2.0 Temporary. Destroy when 3 years old.
transcripts, and other papers pertaining (Cut off at end of each year; transfer
to the implementation of Agency regulations to Records Center 1 year thereafter
for acquiring and retaining membership in thel except policies and procedures which
Career Staff; the development of criteria will be retained indefinitely.)

for the selection of personnel into the
Career Staff; and the providing of
administrative support to the CIA Selection
Board. No arrangement.

(1954-1956)

51 ACTIVITY REPORTS FILE

L . Consists of both bi-weekly and monthly
reports prepared for the Deputy Director of
Personnel For Planning And Development.
These reports contain information on Examin-
ing Panel meetings, pending Career Staff
applications, personnel folders briefed, and

similar information related to the initial
‘ selection of personnel for membership in the
Career Staff.

a. Bi-weekly Reports. Filed chronologically. .1 Tewporary. Destroy when 1 year old.
(1955-1956) : (Cut off at end of each year; destroy
1 year thereafter.)

s ' b. Monthly Reports. Filed chronologically. 2 Temporary. Destroy when 1 year old.
) (1955-1956) (Cut off at end of each year; destroy 1
year thereafter.)
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: 52 PROGRESS REPCRTS FILE

Consists of semi-annual and annual reports .3 Temporary. Destroy when 1 year old.
containing summarized information taken fron
activity reports. These reports also
contain information on new policies and
procedures, anticipated work loads, program
plans, and accomplishments. Filed
chronologically.

(1955-1956)

‘ 53 EXAMINING PANEL FILES

Consists of case files waintained by the 9.3 Permanent. Disposal not authorized.
Staff for each Examining Panel meeting. (Cut off file at end of each year; trans-
Files contain Panel actions, recommendations|, fer to Records Center 1 year thereafter
and other mwaterial prepared and collected except tewmporary material such as
by the Staff which is used by the Panel routing sheets and wiscellaneous corres-
s in the evaluation and initial selection of pondence which will be destroyed prior
- personnel for membership in the Career to transfer.

Staff. Filed nuwerically by Panel number.
(1954-1956)

5l EMPLOYEE CASE FILES

Consists of case files on employees whose
applications for mewbership in the Career
Staff have been deferred or rejected and
. employees who have declined membership.
These files contain information pertinent
to the case which is used by the Examining
Panel and the Selection Board in making

a final disgosition of the case. Filed
alphabetically by name.

(1954-1956)
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54 EMPLOYEE CASE FILES (CONTD)

a. B Type Cases (deferred) 6.2 Permanent. Disposal not authorized.

1. Upon acceptance forward mewbership
application to Records and Services
Division. (Place all other material
in an inactive file; cut off inactive
file at end of each year and retire
to Records Center.)

2. Upon final rejection of deferred cases
place folder in C Type Case File.

' b. C Type Cases (rejections.) .2 Permanent. Disposal not authorized.

Retain in current files area until
employee terminates. (Upon separation
of employee place in inactive file; cut
off inactive file at end of each year and
transfer to Records Center.)

. ¢. D Type Cases (declinations.) .1 Permanent. Disposal not authorized. For-

) ward letter of declination and Selection
Board's approval to Records and Services
Division. (Upon separation of employee
place all other material in an inactive
file; cut off at end of each year and trans-
fer to Records Center. )

55 DEFERRED CASE SUSPENSE FILE
. Consists of 5"x8" cards prepared on .1 Temporary. Destroy upon final disposition
employees whose applications for Career of case.

Staff wembership have been deferred. Cards
provide a reference to the status of the
case and information on reasons for deferment|.

(1954-1956)
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EXAMINING PANEL FINDINGS FILE

Consists of the record copies of the Permanent. Disposal not authorized.
findings and recommendations of the (Cut off file at end of each year;
Examining Panel. These records are created transfer to Records Center 2 years
as the Panel's official reports of findings thereaftex.)

and recommendations on Career Staff
membership applications reviewed. File
also contains memorandums from the Selectio
Board on special cases. Filed chronologi-

cally.
(1954-1956)

CIA SELECTION BOARD MEETING FILE

Consists of the official minutes, reports, Permanent. Disposal not authorized.
and other correspondence related to the (Cut off at end of each year; transfer
meetings of the CIA Selection Board. TFile to Records Center 1 year thereafter.)
contains information on Board recowmenda-
tions, criteria for mewbership in the
Career Staff, and policies and working
procedures for the Board. Arranged numeri-
cally by Board meeting number.

(1955-1956)

CAREER SERVICE INDEX

Consists of IBM cards prepared for Temporary. Destroy 1 year after
personnel who are members of the Career separation of employee. (Screen
Staff, personnel processing for membership, annually and place cards of all true
personnel denied membership, and those separation®s in inactive file. Cut off
who have declined wembership. Panel and inactive file at end of each year;
Board actions are recorded on these cards destroy 1 year thereafter.)
vhich serve as a source of reference to
present membership, and provide statistical
data for the Staff. Arranged by status
and alphabetically thereunder.

(1954-1956)
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59 APPLICATION TRANSMITTAL FILE

Coneis’ts of memorandums which were used to 1.3 Temporary. Destroy when 2 years old.
transmit Career Staff meuwbership applicatio:Js (Cut off at end of each year; destroy
to this Staff from the Career Services 2 years thereafter.)

and the Selection Board. Arranged by careen
service designation and chronologically
thereunder.

. 60 MEMBERSHIP APPLICATION REGISTER

Consis%s of an unnumbered form, no title, .6 Temporary. Destroy when 1 year old.
used to record the receipt of mewbership (Cut off at end of each year; destroy
applications and to note other information 1 year thereafter.)

such as date Official Personnel Folder
was briefed, date name was forwarded to
Security, date case was presented to Panel
. and Board, etc. Arranged organizationally
‘ and chronologically thereunder.

(1954-1956)

61 MEMBERSHIP APPLICATION LISTINGS
Consists of listings containing the naumes 2.0 Temporary. Destroy when 5 years old.
of employees whose applications for Career (Cut off at end of each year; transfer
Staff membership have been reviewed by the to Records Center 1 year thereafter.)
Exawining Panel and serves as a reference
‘ to the Panel meeting at which they were

reviewed. Filed numerically by list nuwmber.

(1954-1956)

62 EXAMINING PANEL MEMBERSHIP FILE

. Consists of 5"x8" cards which contain .1 Temporary. Destroy when superseded or
the names of mewbers of the Exawining Panel. obsolete.

Cards are used as a reference when selecting
meuwbers to participate in Panel meetings.
. Filed alphabetically by name.

{Current)
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; 63 MACHINE LISTINGS

Consists of machine listings containing 3.6 Temporary. Destroy upon receipt of
rosters of personnel accepted by the Career current listings.

Staff, personnel eligible for membership,
personnel re jected, etc., waintained for
reference purposes. Portions of the
rosters of personnel accepted by the Career
Staff are forwarded to the offices concernedl.
Filed chronologically.

(1955-1956)
l 6l PERSONNEL FOLDER LOG

Consists of a loose-leaf binder containing .2 Temporary. Destroy when 1 year old.
a record of the receipt and dispatch of (Cut off at end of each year; destroy
personnel folders charged to the Staff. 1 year thereafter.)
Arranged chronologically. :

E (1955-1956)

) 65 COURIER RECEIPT FILE
Consists of the Staff copy of Form 35-16, .1 Temporary. Destroy when 1 year old.

Courier's Classified Mail Receipt, which
was signed by the courier at the time the
material was picked up for delivery to
addressee. Filed chronologically.

' (1955-1956)

66 REFERENCE MATERTAL

Consists of published material such as 1.0 Temporary. Destroy when no longer
Agency Regulations, Notices, Handbooks, ) needed for reference purposes.
etc., maintained for reference purposes.

-
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67 | STAFF SUBJECT FILE

Consists of correspondence, reports, agenda Temporary. Destroy when 3 years old.
of meetings, transcripts, and other papers (Cut off at end of each year; transfer
pertaining to the administration of the Junio to Records Center 1 year thereafter
and Senior Career Development programs; except policies and procedures which
monitering of the Career Services and the will be retained indefinitely.)

career planning function of the Agency; and
the providing of guidance to Career Boards,
Panels, and Career Management Officers on the
principles and techniques of career develop-
ment. Arranged by subject.

(1955-1956)

ACTIVITY REPORTS FILE

Consists of bi-weekly reports prepared for Temporary. Destroy when 1 year old.
the Deputy Director of Personnel For Plann- (Cut off at end of each year; destroy
ing and Development. These reports contain 1 year thereafter.)
information on personnel selected for the
CD or JCD programs, counseling activities,
‘Staff Studies, status of CD and JCD positions
ete. Filed chronologically.

(1955-1955

CAREER SERVICES QUARTERLY REPORTS

Consists of reports received from the Career
Services and summary reports prepared by the
Staff which are submitted to the Deputy
Director of Personnel For Planning and
Development. These reports contain informs-
tion on the activities of the various Career
Service Boards.
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69

T0

T1

_VOLUME
Approved For Release 2005/11/2 133G '?P78-004

180 20

CAREER SERVICES QUARTERLY REPORTS CONID ~ ©

a. Career Service Board Reports. Arranged
organizationally and chronologically there-

under.

(1952-1956)
b. Staff Summary reports.
cally.

(1952-1956)

Filed chronologi

PROGRESS REPORTS FILE

Consists of semi-annual reports containing
summarized information taken frow the
activity reports. These reports also
include information on the current status
of the overall Career Development Program,
and future plans. Filed chronologically.

(1955-1956)

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing

correspondence maintained for convenience

of reference. Filed chronologically.
(1955-1956)
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Permanent. Disposal not authorized.
(Cut off at end of each year; retire
to Records Center 1 year thereafter.)

Attach to related Career Service Board
Reports and retire to the Records
Center.

Temporary. Destroy when 1 year old.

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)
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T2 CAREER DEVELOPMENT CASE FILES

Consists of case files prepared on employees 2.0

who have submitted applications for train-

ing and those who are training in the Career

Development Program. Files contain copies

of Form 37-202, Application For Career

Development, personnel actions, requests

for training, training schedules, reports

of progress, and siwilar material used

in administering individual career develop-

ment plans. Filed alphabetically by name,

(Carrent

a, Disapproved Cases. Temporary. Destroy when 2 years old.
(File folder alphabetically by name in
inactive file; screen annually and
destroy those indicating a period of 2
years since last action on case.)

b. Accepted cases. Tewporary. Destroy 1 year after com-
pletion of training. (Upon cowpletion
of training file folders alphabetically
by name in an inactive file. Cut off
inactive file at end of each year;
forward papers of record to Records and
Services Division and destroy all others.)

T3 EMPLOYEE RECORD CARD FILE

Consists of OFib, Employee Record Card, .1

maintained on CD's, JCD's a d ewmployees

of this Staff. These cards are used as

slot controls and as a basis for initiating

personnel actions; recording personnel

actions, training, and qualifications; and

noting other information needed in the

managewent of personnel. Arranged by

vouchered or unvouchered funds, by status,

and alphabetically thereunder.

(Current
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DISPOSITION INSTRUCT |ONS

a. Development Staff employee cards.

b. CD and JCD personnel

HONOR AWARDS CASE FILES

Consists of case files on ewployees who
have received Honor Awards and those who ha
been recommended to receive such awards.
Files contain the recommwendation, notice of
award presentation, acknowledgement of
receipt of award, and wiscellaneous corres-
pondence pertaining to the meritorious
achievement or service and the presentation
of the award. Copies of Form 382, Report
of Honor Awards Board, are placed in the
Official Personnel Folders of individuals
receiving Honor Awards. Filed numerically
by assigned case number.

(1953-1956)
HONOR AWARDS NUMBER REGISTER
Consists of a register used to assign

control numbers to recommendations for
honor awards received by the Staff. Reglsts

contains nawe, date recommendation received
number assigned, and Board action.
numerically.

Arrange

(1953-1956)

ITEM NO. FILES IDENTIFICATION VOLUME _|
Approved For Release 2005/11/21-: GIA, DP78-00187A000100250001-5
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T3 EMPLOYEE RECORD CARD FILE CONTD M

Temporary. Destroy upon separation of
employee, or forward to gaining component
upon transfer of employee within the
Agency.

Temporary. Destroy upon termination
of CD or JCD status.

Temporary. Destroy 5 years after death

ve of individusl.

.1 Permanent. Disposal not authorized.
Begin new registér each year; transfer

24 to Records Center when 5 years old.
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76 HONOR AWARDS BOARD MEETING FILE
Consists of the official minutes, reports, 2.0 Permanent. Disposal not authorized.

N and other correspondence related to the (Cut off at end of each year; transfer
weetings of the Honor Awards Board. File to Records Center 3 years thereafter.)

contains information on recommendations
for awards considered and approved, pro-
posed regulations, security iwplications
in presenting awards, the procurement and
design of wedals, and similar information
documenting the activities of the Board.
. Arranged numerically by Board meeting

number.
(1953-1956)

7 TASK FORCE REPORTS FILE

Consists of various studies and surveys .6 Temporary. Screen and destroy those
conducted by panels selected to study and reports duplicated in the office of the
make recommendations on the Agency's DD/Pers/PD; forward balance to file
Career Service activities. Record copies held by the DD/Pers/PD,

of these reports are maintained by the
NN Deputy Director of Personnel For Planning
And Development. Arranged alphabetically

by panel name.
(1953-1954)

78 MATL LOG

‘ Consists of a log used to record the .3 Temporary. Destroy when 1 year old.
receipt and dispatch of mail received by
the Staff. Incoming and outgoing logs
are waintained separately. Arranged

chronologically.
(1955-1956)
79 REFERENCE MATERIAL
Consists of published waterial such as 2.6 Temporary. Destroy when no longer
regulations, notices, handbooks, etc., needed for reference purposes.
waintained for reference purposes. SEGRET
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80 STAFF SUBJECT FILE

Consists of correspondence with the Office 1.0 Permanent, Disposal not authorized.

of Defense Mobilization, the Secretary of (Cut off file every other year; transfer

Defense, the Director of Central Intelli- to Records Center 1 year thereafter. )
‘ gence, and related reports and studies per-

taining to the present, future, and ewergency
manpower requirements of the Agency. File
is used in developing plans and recommenda-
tions concerning Agency policies and
procedures on these requirements and in
conducting liaison with ODM and the
Department of Defense in support of the

e Agency's long-range wission. Arranged by -

sub ject.
(1954-1956)
81 STAFF WORKING FILE
Consists of correspondence, special reports), 1.6 Temporary. Destroy when 3 years old.
tabulations, organization code manuals, (Cut off at end of each year; transfer
and similar waterial used in administering to the Records Center 1 year thereafter.)
‘ the daily activities of the Staff. No
arrangement.

(1954-1956)

e

SECRET
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82

83

8k

Approved For Release 2005/111/ :

ACTIVITIES REPORTS FILE

Consists of activity reports prepared
bi-weekly for the Deputy Director of
Personnel For Planning And Development.
These reports contain information on
comments completed on plans, orientation
lectures given, military requirements for
T/0's, personnel statistics released to
the Secretary of Defense, ete. Filed
chronologically.

(1954-1956)

PROGRESS EEPORTS FILE

Consists of semi-annual and annual reports
containing summwarized information taken
from the activity reports and a state-
wment of program accowplishments. Filed
chronologically.

(1954-1956)

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing
correspondence maintained for convenience
of reference. Filed chronologically.

(1954-1956)
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Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

Temporary. Destroy when 1 year old.

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)
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85 WAR PLANS FILE

Consists of estimates on country and area Permanent. Disposal not authorized.

war plans. Basic plans are received by the Retain in current files area indefinitely.
Staff and used as a basis for preparing
estimates on personnel requirements for
those plans. File contains summaries of th
mobilization plans including the mission,
cover, and types of personnel required,
operations plans, Emergency Series T/O's,
and similer types of material which become
annexes to the Master Plan held by the

DD/P.
(1954-1956)

CLANDESTINE SERVICES OPERATIONS PLANNING FILE

Consists of preliminary estimates, comments,| Permanent. Disposal not authorized.
operational programs, cover requirements, Retain in current files area indefinitely.
personnel requirements, etc., used by the -
Staff in preparing estimates of personnel
requirements, in support of clandestine plan
Arranged by subject.

(195%-1956)

MOBILIZATION PERSONNEL REQUIREMENTS FILE

Consists of personnel requirements initiated Permanent. Disposal not authorized.

by operating offices, Base Status Reports, (Cut off file every other year; transfer
preliminary organization charts, memorandumg to Records Center 1 year thereafter.)
and related material used in estimating
the Agency's mobilization personnel require-
wments. These requirements are comwpiled
and submitted to the Department of Defense
on a fiscal year basis. Arranged
orgenizationally,

(1954-1956)
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88
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RESERVE PREFERENCE OF DUTY FILE SEGQEF

Consists of statements of preference for
duty assignments (in case of a National
Emergency) prepared by reserve personnel of
the Agency. These statements indicate the
desire of reservists to either remain with
the Agency or be assigned to active militar
duty and are used Tor planning purposes
in establishing requirements which way
be placed on the Department of Defense.
Arranged organizationally and by reserve
category thereunder.

(Current)

RESERVE STATUS CARD FILE

Consists of 3"x5" cards containing informa-
tion on the status of reserve personnel in
the Agency used for reference purposes.
This information is now obtained from
wachine listings. Filed alphabetically by

name.,
(1953-1955)

PROJECT CONTROL LOG

Consists of a loose-leaf binder used to
assign control numbers to projects con-
ducted by, or being commented on by the
Staff. File contains an index to the
project and a chronology of actions taken
by the Staff on each project. Arranged
numerically by project number.

(1955-1956)

Temporary. Destroy when superseded or
obsolete.

Temporary. Discontinue future main-
tainence of this file. Destroy
present accumulation immediately.

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year after completion of last project
on log.
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91

92

93

9k

MACHINE LISTINGS

TIME

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5

e -
SEGAL:
Consists of machine listings containing
rosters of civilian and reserve personnel
and statistical inforwation on reserve
categories, wembership in training units,
authorized Agency positions, etc., main-
tained for feference purposes.

(1954-1956)

AND ATTENDANCE FILE

Consists of an unnumbered form waintained
on Staff personnel as a record of their
sick leave, annual leave, overtime worked,
ete. Filed chronologically.

(1955-1956)

TOP SECRET LOG

MAIL

Record of the receipt and dispatch of
material classified Top Secret, maintained
for security purposes. Consists of the
office copy of Form 38-1%. Filed chronolo,

cally.
(1955-1956)

LoG

Record of the receipt and dispatch of mail
received by the Staff except Top Secret.
Separate logs are waintained for incoming
and outgoing material, Arranged
chronologically.

(1955-1956)

3.0

.1

.1

-

.1

Tewporary. Destroy selectively upon
receipt of new listings.

Tewmporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.) .

Disposal not authorized. Retain in
current files area indefinitely.

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

SECRET
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REFERENCE MATERIAL

Consists of published material such as reg- Temporary. Destroy when no longer
ulations, notices, handbooks, Army needed for reference purposes.

Bulletins, Congressional Records, etc.,
maintained for reference purposes. '

SEGRET
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96 STAFF SUBJECT FILE

97 STAFF WORKING FILES

98 ACTIVITY REPORTS FILE

Consists of waterial pertaining to the
formulation, development, and coordination
of policies, regulations, and standards to
govern a program of Agency-wide personnel
wanagement. This file reflects personnel
management practices as prescribed by
congressional legislation, the Civil
Service Commission, and CIA Regulation.
Arranged numerically by assigned numerical

code.
(1948-1956)

Consists of files maintained by individual
Personnel Research Officers and the Chief,
Plans Staff. These files contain training
wemorandums, regulations, copies of the
Career Council agenda, orientation
schedules, and other papers collected and
maintained for background information and
reference purposes. Filing arrangement
varies with each file.

(2950-1956)

Consists of bi-weekly reports prepared for
the Deputy Director of Personnel For

Planning and Development. Reports contain
information on the activities of the Staff
including comments prepared on Congressionall
legiglation, revision of regulations, new

regulations developed, coordinations completed,

ete.

Permanent., Disposal not authorized.

(Cut off at end of each year; transfer

to Records Center 1 year thereafter except
waterial of current reference value which
will be placed in current file.)

Temporary. Destroy when no longer
needed for feference purposes.

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

SECRET

Filed chronologically.
Annrov&&tﬁﬂﬁﬁmmmzi&ﬂ
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99 PROGRESS REPOIQ%FE"&W For Release 2005H 42+ ?IA-RDP78-004‘87A000100250001-5

[
ﬁ%&

Consists of semi-annual and annual reports WA Temporary. Destroy when 1 year old.
summarizing accomplishments and develop-
ments in the Staff. Reports also contain
information on items of particular interesi
during the reporting period. Filed
chronologically.

(2954-1956)

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing Temporary. Destroy when 2 years old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 2 years thereafter.)

(1951-1956)

LEGISLATION FILE

Consists of case files prepared on proposed
or pending legislation and legislation
passed by the Congress. Files contain
correspondence with the Legislative Counsel
Congressional Records, notices of pending
legislation, House and Senate Bills, etc.
This waterial is used in the development
of regulatory issuances to cowply with
legislation and in making evaluations,
recommendations, and proposals to the
Director of Personnel and the Legislative
Counsel on legislation affecting Agency
personnel policies. Filed alphabetically

by subject.
(1953-1956)
Temporary.
a. Newspaper clippings and Congressional Destroy when no longer needed for
Records. reference purposes.

SECRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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101 LEGISLATION FILE CONTD :
b. All other material. Permanent. Disposal not authorized.

(Cut off at end of each year; transfer
to Records Center 1 year thereafter
except material of current reference
value which will be placed in current
file.)

102 PROPOSED LEGISLATION LOG

Consists of a loose-leaf binder containing .1 Temporary. Destroy when 1 year old.

a record of Staff comments submitted to thq (Cut off at end of each year; destroy

Legislative Counsel on proposed legislation. 1 year thereafter.)

Arranged alphabetically by subject and

chronologically, thereunder.

(1955-1956)
103 REGULATORY ISSUANCE CASE FILES

Consists of case files maintained on

regulatory issuances initiated and developefd

by the Staff and those received by the

Staff for review and coordination.

a. Staff developed issuances (20 series 8.0 Permanent. Disposal not authorized.
and OPM's) Files contain the back- Retain in current files area indefinitely.
ground information on the development
of the issuances such as Executive
Orders, related legislation, draft
copies of proposed issuances, coordina-
tions, concurrences, authenications,
etc. Filed numerically by issuance
number.

(1953-1956)

b. Regulgtory issuance review file. Files| 5.0 Temporary. Destroy when 2 years old.
contaln_copies of the proposed issuance Place in inactive file upon completion
and copies of the Staff's comments, of final action by the Staff; cut off
proposals, concurrences, and objections|. at end of each year and destroy 2 years
Arranged numerically by issuance thereafter.)
number. SEGRET

(1953-1956)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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104 REGULATORY ISSUANCE SUSPENSE FILE %} L §
$eu i
Consists of 3"x5" cards prepared for .1 Temporary. Destroy upon completion of

issuances which require follow-up actions follow-up actions.

at a future date. Cards contain number,

publishing date, title of issuance, etc.

Filed chronologically by follow-up date.
(1956

105 REGULATORY ISSUANCE STATUS CARD FILE

collaboration and coordination activities or cancellation of issuance.
on regulatory issuances being developed
by the Staff. These cards reflect the
current status of these issuances. Filed
numerically by issuance number.

. Consists of 5"x8" cards used to record d Temporary. Destroy upon publication

(1956)
106 OPM FILE
Consists of administrative lssuances 2.0 Temporary. Destroy when superseded or
(office of Personnel Memorandum) prepared obsolete.

and issued by the Staff to supplement
Agency regulatory issuances. Record copiesg
are maintained in the Office of the
Director of Personnel. Filed numerically
by memorandum number.

‘ (1952-1956)

107 STAFF SURVEY FILE
Consists of various staff studies and .8 Temporary. Destroy when superseded or
surveys conducted by members of the Staff obsolete.

to determine the effectiveness cand to
‘tiaké reéecommendations on the Agency's per-
sonnel management practices. Studies and
surveys were conducted on a one-time basis,
No arrangement.

. (1953-1955) SEGRET

Approved For Rélease 2005/11/21 : CIA-H - ZA000100250001-5
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108

109

110

EMPLOYEE RECORD CARD FILE ®

MATL

REFERENCE CATALOGUE

Approved For Release 2005/31/21. : CIA-RDP78-00487A000100250001-5
N ;

%

Consists of OF4b, Employee Record Card,
maintained on each Staff employee and

used as a basis for initiating personnel
actions; recording personnel actions, train
ing, and qualifications; and noting other
information needed in the management of
Staff personnel. Filed alphabetically by
name .

(Current)

LOG

Consists of a loose-leaf binder containing
a record of the receipt and dispatch of
mail, legislative material, regulations,
notices, etc., received by the Staff.
Arranged chronologically.

(1954-1956)

Consists @f 3"x5" cards maintained as a

reference to and locator for reference

publications held by the Staff. Cards

contain publisher or source of publication,)

title, and physical location. Arranged

alphabetically by source or subject.
(Current)

.1

1.0

Temporary. Destroy upon separation of

upon transfer of employee within the
Agency.

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when no longer
needed for reference purposes.

SEGBET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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L Nme s

. ol
: 111 COMPTROLLER GENERAL DECISIONS INDEX
R Consists of 3"x5" cards containing the .8 Temporary. Destroy when no longer
i . title or subject, date, number, volume, neeged fgr referenZe purposes. g
and Yage of decisions made by the Comp-
troller General. Used for reference pur-

poses and as an index to the bound

volumes. Filed alphabetically by decisior
title.

(Current)

‘I' 112 REFERENCE MATERIAL

Consists of published material such as 50.0 Temporary. Destroy when no longer
Federal Registers, Army Regulations,

needed for reference purposes.
Press Releases, CIA Regulations, Notices,

Handbooks, etc., maintained for reference
purposes.,

113 LIBRARY MATERTAL

Consists of bound library books, 22.0 Tewporary. Return to Library when no
dictionaries, guides, manuals, etc., longer needed for reference purposes.
maintained for reference purposes.

SEGRET

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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* LONCIIRRENCE
3 OFFICE, DIVISION, BRANCH S1GN 2‘-
Personnel, Personnel Procurement Division, Office of The Chief T'TCLM;!/ JZr e Vre U,u.m/7/g‘(
7 7 ’
E LES IDENTIFICATIO VOLUME
|r;|'°!\4 (TITLE, DESCRIPT;(‘)N. AR‘R[;N':?EMENT, ANDNINCLUSIVE DATES) (Cl/EIll,“l FT.) DISPOSITION INSTRUCTIONS
114 DIVISION OPERATIONAL FILE
Consists of correspondence, reports, and 8.6 Tewporary. Destroy when 3 years old.
other papers pertaifning to the operation (Cut off at end of each year; transfer
and administration of a program of pro- to the Records Center 1 year thereafter.)
curing new persomnel through a system of
nationwide recruitment, including testing
and evaluation. Filed alphabetically by
sub ject. )
(1949-1955)
115 DIVISION ADMINISTRATIVE FILE
Consists of correspondence, reports, and 2.5 Temporary. Destroy when 3 years old.
other papers pertaining to the internsal (Cut off at end of each year; transfer
operation and adwinistration of the to the Records Center 1 year thereafter. )
Division., Filed alphabetically by subject.
(1953-1955)
116 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 2.0 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)
(1950-1955)
Approved For Release 2005/11/21 : CIA-RIDP78-00487A000100250001-5
FORM NO. (41)
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: 117 ADMINISTRATIVE ISSUANCES FILE %EGEE‘E

Consists of copies of all Division admin-
istrative issuances. Includes PPD
Recruitment Notices, Newsletters, and
Memorandums. Filed by type of issuance
and numerically or chronologically there-

under.
a. Official Record Copy .3 Tewporary. Destroy when superseded or
obsolete.
. b. Extra copies 1.3 Tewporary. Destroy when no longer
needed for distribution purposes.

118 DIVISION PERSONNEL FILE

Consists of copies of personnel documents 2.0 Temporary. Destroy 1 year after transfer
which reflect the recruitment, assignment, or separation. (Place in inactive file
transfer, promotion, and separation of upon transfer or separation; cut off
Division employees; also includes travel inactive file at end of year and destroy
orders, statements of accounts, fitness 1 year thereafter.

reports, and other information used in
administering the activities of Division
Personnel. Filed alphabetically by surname

(Current)
119 STATISTICAL MACHINE LISTINGS
‘ Consists of wachine tabulations containing| 3.2 Temporary. Destroy upon preparation
statistical information on recruitment of annual Recruitment Activity
activity. Includes weekly and monthly Statistical Report (Form 212).

listings of security initiations, monthly
security processing cancellations, and
wonthly statistics on personnel entering
on duty. This information is posted to
Form 548, Recruitment Activity Cost Analy-
sis Record,and is used in completing Form
212, Recruitment Activity Statistical SEGR
Report. ET

: (1951-1955)

Approved For Release 2005/11/21 : CIA-IiLDP78-004 B7A000100250001-5
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CRBTT
9 120 COST ANALYSIS FILE SL B intd

Consists of Form 5h8, Recruitwent .3 Temporary. Destroy upon preparation
. Activity Cost Analysis Record, containing of related annual reports.

information on the cost of recruitment
activity. The information is used as the
basis for the preparation of Form 212,
Recruitment Activity Statistical Report,
and other periodic reports. One of these
5"x8" cards is waintained on each Division|
employee for each fiscal year. There are
also summarized cards for the Branches and
Division. Filed organizationally and
. alphabetically thereunder.

(1954-1955)

121 RECRUITMENT ACTIVITY REPORTS FILE

Consists of Form 212, Recruitment .3 Temporary. Destroy when 1 year old.
Activity Statistical Report, which is pre- (Cut off at end of each year; destroy
pared monthly, semi-annually, and annually 1 year thereafter.)

and provides a statistical account of the
Division's recruitwent activity. The
originals of these reports are submitted
to the Director of Personnel. Filed by
type of report and chronologically there-

under.
(1952-1955)
I 122 PERSONNEL REQUISITION FILE

Consists of copies of Form 37-92, Personnel 1,2 Temporary. Destroy when request is filled
Requisition Inventory Card, prepared upon or cancelled.

receipt of SF52. These 3"x5" cards
represent requirements initiated by the
various_Offices and are used in furnishing
copies %% recruiters to serve as guides
for recruiting,

(1952-1955)

SECRET

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100250001-5
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Approved For Release Zoo%mﬁ\fm-RDP78-00487A000100250001-5
123 LEAD/SOURCE INDEX g

Consists of Form 37-146, Manpower Source
Data Card (5"x8"), containing information
on individuals, colleges, companies,
employment offices, and other personnel
procurement leads and sources. The file
serves as a source of information on
contacts who may furnish leads to qualifiep

applicants.
a. Master Index, filed alphabetically 1.1 Tewporary. Destroy when superseded or
‘ by name of lead or source. obsolete.
b. Duplicate cards, filed alphabetically 1.7 Temporary. Destroy when superseded or
by State obsolete.

124 LEAD/SOURCE LOCATOR INDEX

Consists of Form 650, Locator Card- .3 Temporary. Destroy when superseded or
Lead/Source Index (5"x8"), on each field obsolete.

of specialization. The cards list the
names of leads and sources by specializa-
tion and provide a cross reference to the
Lead/Source Index. Filed numerically by
specialization code.

(Current)
_Approved For Release 2005/11/21 : CIA:RDP78-00487A000100250001.5
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125

Approved For Release 2005/11 i.;.CIA-RDP78-00
{ ’fﬁqi e
FULBRIGHT STUDENTS FILE § GHE g‘

Consists of case files on selected
"Fulbright" students. The folders include
epplication for U.S. Government grant,
terms of award of U.S. educational exchangL
grant, letters regarding possible Agency
employment, and report of interview.
These students are in process of being
interviewed for possible selection for
the J.0.T. program. Filed alphabetically
by surnane.

(1953-1954)

UNIVERSITY CONSULTANTS FILE

Consists of case files on consultants
affiliated with colleges and universities.
Contains justification for consultant,
personal service contract, request for
personnel action, travel voucher, travel
expense record, and related correspondence
This information is utilized in the
administration of consultants who serve
as referral agents or "spotters" in the
search for promising students for possible
Agency ewployment. Filed alphabetically
by surname.

(Current)

UNIVERSITY CONSULTANTS SUBJECT FILE

Consists of correspondence, reports, and
other papers pertaining to the utilization
of university consultants. This file is
related to the above item and contains
subject matter too broad to be filed by
individual consultant. Filed by subject.

7A000100250001-5

Tewporary. Transfer to R&SD if student
is active candidate for employwment;
destroy all others.

Tewporary. Destroy 1 year after
termination of services. (Place in
inactive file upon termination of
services; destroy 1 year thereafter.)

Temporary. Destroy when 1 year old.
(cut off at end of each year; destroy
1 year thereafter.)

SECRET
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128 INDICES CHECK FILE A
Consists of Form 491, Request for Indices .1 Temporary. Destroy 1 year after
Check, requesting security clearance to receipt of completed request. (Cut
contact an individual for possible off "completed" file at end of each
Agency euployment or to use an individual year; destroy 1 year thereafter.)
as a lead/source. Filed by status of
the request (pending or completed) and
thereunder alphabetically by surnawe.

(1955)

129 LIBRARY MATERIAL
Consists of bound library books, dic- 12.6 Tewporary. Return to Library when
tionaries, guides, manuals, etc., main- no longer needed for reference purposes.
tained for reference purposes.

130 REFERENCE PUBLICATIONS FILE
Consists of published material such 1.7 Temporary. Destroy when no longer
as regulations, notices, handbooks, etc., needed for reference purposes.
maintained for reference purposes.

Approved For Release 2005/11/21 - CIA-HDP78-004R7A000100250004.5
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131 BRANCH SUBJECT FILE
Consists of correspondence, reports, and 3.6 Temporary. Destroy when 3 years old.
other papers pertaining to the operation (Cut off at end of each year; transfer
of a recruitment activity in the specializef, to the Records Center 1 year thereafter.)
professional, technical, and covert fields.
(1951-1955)
132 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 5 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.
(1951-1955)
133 ADMINISTRATIVE ISSUANCES FILE
Consists of copies of CIA Regulations and 2.5 Tewmporary. Destroy when superseded or
Notices, PPD Newsletters, SRB Memorandums. obsolete.
Filed chronologically or numerically as
appropriate.
134 PERSONNEL REQUISITION FILE
Consists of copies of Form 37-92, Personnel .1 Temporary. Destroy when cancelled or
Requisition Inventory Card. These 3"x5" superseded.
cards represent recruitment requests
initiated by the various Offices and
serve as a guide for recruiting.
(Current)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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SELRE
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135 PERSONNEL REQUIREMENT FILE
Consists of correspondence and lists 1.9 Temporary. Destroy when superseded
B pertaining to the personnel requirements or obsolete.

of the various Offices and serves as a
general guide to the type of personnel
required. Also contains personnel requisi
tions not formalized on Form 37-92.

(1951-1955)

136 FIELD REFERRAL FILE
' Consists of copies of Form 451, Field .6 Temporary. Destroy upon receipt of
Referral Record. These records are original from field.

initiated at the request of various Officep
and serve as a request for interview of
applicants. Original of Form U451 is
sent to a recruiter who will conduct the
interview, and, is returned to SRB
accompanied by Form 37-117, Report of
Interview, for processing and forwarding
to Records & Services Division. Filed
alphebetically by State and thereunder
by individual.

(1955)
137 RECRUITMENT SOURCE FILE
Consists of correspondence, reports, .8 Temporary. Destroy when no longer
. listings, and other papers containing needed for reference purposes.

information on personnel available from
various sources. The file provides a

source of information on possible appli-
cants. Filed alphabetically by source.

(1952-1955

SECRET
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Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
138 FORD FELLOWS FILE

b

. iy

Consists of case files on selected SEGEE 8. .3 Tewporary. Transfer to R&SD if
students who are recipients of Ford student is active candidate for
: Foundation Grants. Files contain employment; destroy all others.
letters regarding possible Agency employ-
went, Reports of Interview, and in some
instances Form 37-147, Field Reject
Card. These students are in process of
being interviewed for possible selection
for the J.0,T. program. Filed alphabeti-
cally by surnaume.

(1952-195k4)

139 UNIVERSITY LEAD/SOURCE FILE

Consists of case files on colleges and 8.0 Temporary. Destroy when 3 years old.
universities. Contains correspondence, (Cut off at end of each year; transfer
reports of interview, reports of contact to the Records Center 1 year thereafter.)
on leads or sources, and other papers
pertaining to the utilization of specific
college leads and sources. TFiled
alphabetically by name of college.
(1951-1955)

140 REPORT OF INTERVIEW FILE

Consists of extra copies of Form 37-117, 5.3 Temporary. Destroy when 3 years old.
Report of Interview, prepared by the (Cut off at end of each year; transfer

recruiter on each contact interviewed. to the Records Center 1 year thereafter.)
Provides a record of all interviews

conducted by each recruiter. Filed
alphabetically by recruiters name and
thereunder by name of contact.

(1952-1955)

SECRET
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L4 PR
‘ SebREf
1h1 LANGUAGE TEST FILE i
Consists of copies of foreign language 6.0 Temporary. Destroy when superseded
reading tests used by recruiters for , or obsolete.

testing field contacts. Included
both the foreign and English texts.
Filed alphabetically by language.

1h2 APPLICANT SUSPENSE FILE
: Consists of case files on possible 2.0 Tewmporary. Transfer to R&SD if
. employees. Includes SF52, Request for individual is active candidate for
Personnel Action; Form 377, Request for employment; destroy all others.

Security Clearance; Form 193, Personal
History Statement, and related papers.
Serves as a suspense file until deter-
wination is wade as to whether or not
individual is an active candidate for
employment. Filed alphabetically by

surname.
(1951-1955)
143 RECRUITERS' ACTIVITY FILE

Consists of case files on SRB recruiters. 2.1 Temporary. Destroy when 1 year old.
Includes correspondence to and from the (Cut off at end of each year; destroy
recruiter, notes on telephone conversa- 1 year thereafter.
tions, assignments, activity reports, and

. other papers pertaining to the recruiters

activities. Filed alphabetically by
surname. of recruiter.

(1951-1955)

SECRET
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Approved For Release 2005I1Q 2 :l:A-FkDP78-004’87A000100250001-5
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. 1hhy RECRUITERS' TRAVEL FILE
Coneists of case fTiles on recruiters 3.2 Temporary. Destroy when 1 year old.
travel. Includes travel orders, travel (Cut off at end of each year; destroy
vouchers, mileage work sheets, state- 1 year thereafter.)

ment of accounts, requests for advance

of funds, and related papers. Filed

alphabetically by surname of recruiter.
(1951-1954)

145 RECRUITERS' WORKING FILES
. Consists of copies of correspondence, 3.2 Temporary. Destroy when no longer
- interviews, tests, college brochures, needed for reference purposes.

regulations, newsletters, and other
papers collected and waintained by
individual recruiters. Files maintained
for background information and reference
purposes. Filing arrangement varies with
. each file.

(1952-1955)
~ 146 TRAINING FILE
Consists of correspondence, handbooks, 2.2 Temporary. Destroy when superseded or
regulations, notices, and other material obsolete.

waintained to assist in the training
of new employees of the Branch.

'-‘ SECRET
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147 BRANCH SUBJECT FILE
Consists of correspondence, reports, 3.2 Temporary. Destroy when 3 years old.
and other papers pertaining to the (Cut off at end of each year; transfer
operation of a recruitment activity for to the Records Center 1 year thereafter.)
! Agency clerical positions. Filed
alphabetically by subject.
(1951-1955)
148 REFERRAL CARD FILE
. Consists of 3"x5" cards containing .2 Temporary. Destroy 1 year after
g information on individuals who were completion of Branch processing.
referred to the Branch for possible Agency (Place in inactive file upon
employment as clerks and typists. The completion of Branch processing;
.’ names of these individuals were referred destroy 1 year thereafter.)
’ by Agency euployees at the request of the
Office of Personnel. Filed alphabetically]
by surname.
(1955)
‘ 1k9 FUTURE PROSPECT FILE
Consists of Form 87 (3"x5" card, no .1 Tewporary. Destroy upon final
title) containing information on indivi- re jection or declination.
duals who were interviewed for positions
but were rejected because there were no
openings at that time. Serves as a
source of information on possible
applicants for specific types of positions|.
Filed by position title and thereunder by .
. surname. éiﬁﬂET
: (1955)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250004.5
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eriing
’ 150 APPLICANT SUSPENSE FILE
. Consists of case files on possible .6 Temporary. Transfer to R&SD if
employees. Includes SF 52, Request for individual is active candidate for
Personnel Action; Form 377, Request for employment; destroy all others.

Security Clearance; Form 193, Personal
History Statement, and related papers.
Serves as a suspense file until deter-
wination is made as to whether or not
individual is an active candidate for
employment. Filed alphabetically by
name of recruiter and thereunder by

‘ surname of applicant.

(1954-1955)

151 LEAD/SOURCE FILES

Consists of 5"x8" cards and letter size

forms containing information on colleges,
universities, and other personnel procure
ment leads and sources. The files serve
as a source of information on contacts wh
may furnish leads to qualified applicants|.

[*]

a. Form 37-146, Manpower Source Data R Temporary. Destroy when superseded or
Card %5“:{8"5, and similar forms on obsolete.
lead/sources in areas covered by full|
timwe recruiters. Filed alphabeticall
by State and thereunder by city and
. college.

=

(Current)

b. Letter-size form (no title) on lead/ .2 Temporary. Destroy when superseded or
sources in areas not covered by full- obsolete.
time recruiters. Filed alphabeticallly
by State.
(Current)

SECRET

Approved For Release 2005/11/21 ; CIA-RDP78-00487A000100250001-5
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152

153

154

155

Approved For Release 200! {: E?IA-TDPR-OO
. el § .
REPORT OF INTERVIEW FILE -

Consists of extra copies of Form 37-117, 2.0
Report of Interview, prepared by the
recrulter on each contact interviewed.
Provides a record of all interviews
conducted :by each recruiter. Filed
alphabetically by recruiter's name and
thereunder by name of contact.

(1954-1955)

ACTIVITY REPORTS FILE

Consists of activity reports prepared .3
by the recruiters at irregular intervals
and submitted to the Branch Chief. Filed
by recruiting area and thereunder by

State.
(1951-1955)

RECRUITERS' TRAVEL FILE

Consists of case files on recruiters' .9
travel. Includes travel orders, travel
vouchers, wileage work sheets, statements
of accounts, requests for advance of funds|,
and related papers. Filed alphabetically
by name of recruiter.

(1953-1955)

RECRUITERS' INFORMATION FILE

Consists of instructions and guides regardl .6
ing conditions of employment, reasons for
cancellation of processing, overseas
opportunities, advertising, testing, end
other recrultment activities. Serves as
as a guide to recruiters.

(Current)

Approved For Relea H - -

FORM NO. UsSE PREVIOUS
Coan ss 1392

—&

7A000100250001-5

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewmporary. Destroy when superseded
or obsolete.

SECRET
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156 LIBRARY MATERIAL
Consists of bound library books, diction- 2.3 Temporary. Return to Library when
aries, guides, manuals, etc, maintained no longer needed for reference purposes.
for reference purposes.
157 REFERENCE PUBLICATIONS FILE
Consists of published waterial, primarily] 30.0 Tewporary. Destroy when no longer
college and university brochures, main- needed for reference purposes.
tained for reference purposes.
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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SCHEDULE NO.

REGRRDECONIR Mol SE8ERNNS/11/21 :cm&qﬁ?gﬁﬁ A000100250001-5 40-56

CONCURRENCE
% OFFICE, DIVISION, BRANCH SIGNATURE
TLE DATE
Personnel, Personnel Procurement Division, Departumental Recrui tmdnt
. Branch
E LES IDENTIFICATION OLUME :
IJO.M (TITLE, DESCRIPT’;O(N, ARRANGEMENT, AND INCLUSIVE DATES) (C\lI/EI(lJJ FT.) DISPOSIT lr'oN INSTRUCTIONS
158 REPORT OF INTERVIEW FILE
Consists of Form 182, Report of Interview, 11.0 Tewporary. Destroy when 2 years old.
Form 182a, VITA, and related papers which
provide a record of all applicants inter-
‘ viewed and the disposition of each case mafle

by the Branch. The file contains copies of
Form 182 on applicants who are acceptable,
and Form 182a on those rejected. Filed
alphabetically by surname.

(1953-1955)

159 PERSONNEL. REQUISITION FILE
Consists of copies of Form 37-92, Personnell .3 Temporary. Destroy when cancelled or
L Requisition Inventory Card. These 3"x5" superseded.

cards represent recruitment requests
initiated by the various Offices and serve
as & guide for recruiting. Consists

of three sets filed by serial number,

unit code, and specialization code.

(Current)

WEEKLY ACTIVITY REPORTS FILE

Consists of an unnumbered form prepared .8 Temporary. Destroy when 1 year old.
weekly by each interviewer containing (Cut off at end of each year; destroy
an account of his activity. The report 1 year thereafter.)

includes statistics on the number of
interviews held, applicants recoumended,
applicants rejected, and reasons for
rejection. Filed chronologically.

: (1951-1955) SEGBET

Approved-Eor Release 2005/11/21 - CIA-RDP78-00487A000100250001-5
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161

Approved For Release 2005/11/21..

A-H
MONTHLY ACTIVITY REPORTS FILE DINTHIN S
Consists of Form 212, Recruiltment
Activity Statistical Report, prepared
wmonthly. This report contains summarized
information from the weekly reports in
addition to statistics on security
initiations, EOD's, and cancellations of
processing. Filed chronologically.
‘ (1954%-1955)

APPLICANT FOLDER LOG

Record of the receipt, and dispatch

of all applicant folders charged to the

Branch. Contains name of applicant, name|

of requestor, disposition, and date.

Filed alphabetically by name of applicant
(1953-1955)

TIME AND ATTENDANCE FILE

Consists of a record of overtime worked

and leave taken by ewployees of the

Branch. Filed alphabetically by surname.
(1953-1955)

SECURITY INITIATIONS FILE

Consists of wachine listings of all
security processing initiations. Used
as a check on security initiations re-
quested and as a source of information
for the monthly activity report. Filed
chronologically.

(1953-1955)

anws-ooﬁ

.1
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Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)
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2 [y
: 165 RECRUITERS' WORKING FILES el {
Consists of copies of correspondence, 6.0 Temporery. Destroy when no longer
regulations, notices, statistical reports needed for reference purposes.

test material, and other papers collected
and wmaintained by individual recruiters.
Files waintained for background informatipn
and reference purposes. Filing arrange-
ment varies with each file.

166 LIBRARY MATERIAL
. Consists of bound library books, 2.3 Tewporary. Return to library when no
dictionaries, guides, manuals, etc., longer needed for reference purposes.

waintained for reference purposes.

167 REFERENCE PUBLICATIONS FILE
Consists of published material such as 2.0 Temporary. Destroy when no longer
CIA Regulations and Notices, PPD Mewo- needed for reference purposes.

randums and Newsletters, and brochures.

SECRET
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SCHEDULE NO.

4056
0010025000715

REGARRS, L) W DR GRe REIHRDHDE5/11/21 : CIA-

P43)

M OFFICE, DIVISION, BRANCH

Personnel, Personnel Assignment Division, Office of the Chief

Y, 72

DISPOSITION INSTRUCTIONS

ITEM FILES IDENTIFICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

168 DIVISION SUBJECT FILE

Consists of correspondence, reports, k.0 Temporary. Destroy when 3 years old.
and other papers pertaining to the (Cut off at end of each year; transfer

screening of applicants for employment; 10 the Records Center 1 year thereafter.)
. assignment and development of personnel; .

counseling of employees; and the asuthen-
tication of official personnel actions.
File alphabetically by subject.

(1952-1955)

169 ACTIVITY REPORTS FILE

Consists of narrative and statistical .5 Temporary. Destroy when 1 year old.
reports prepared bi-weekly for the (cut off at end of each year; destroy
Director of Personnel. These reports 1 year thereafter.)

cover the activities of the Branch. Such
as the number of applicant interviews,
EOD interviews, resignations, support
given to career boards, etc. Filed
chronologically.

(1953-1955)

170 SEMI-ANNUAL PROGRESS REPORTS FILE

Consists of semi-annual reports prepared .1 Temporary. Destroy when 2 years old.
for the Director of Personnel. These

reports contain summarized information
taken from the bi-weekly reports and out-
line progress, program plans, and objectives.
Filed chronologically.
(1955

14
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. 171 CONVENIENCE FILE (Reading) _
Consists of extra copies of outgoing .3 Temporary. Destroy when 1 year old.
. correspondence maintained for convenience (Cut off at end of each year; destroy
: of reference. Filed chronologically. 1 year thereafter.)

(1953-1955)

172 MARRTAGE TO ALIEN FILE
Consists of correspondence and related ‘ .1 Temporary. Destroy 1 year after final
papers pertaining to Agency ewployees disposition of case.
. contemplating marriage to aliens. File
. contains information used by the Division.

in evaluating each case and recommending
its disposition to the DCI. Filed
alphabetically by namﬁ of employee.

(1955
173 EMPLOYEE RECORD CARD FILE ;
Consists of OFkb, Employee Record Card, .1 Temporary. Destroy upon separation of
maintained on each Division ewployee ewployee, or forward to gaining
. and used as a basis for initiating component upon transfer of employee
personnel actions; recording personnel within the Agency.

actions, training, and qualifications;
and noting other information needed in
the management of Division personnel.
Filed alphabetically by name.

‘ Current
174 MACHINE LISTINGS
Consists of copies of machine listings A Temporary. Destroy when superseded or
containing rosters of personnel and obsolete.

statistical information on personnel
activities such as security initiations,
¢ employee EOD's, etc. Maintained for
convenience of reference.

(Current)

RECHLT,
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EMPLOYEE RELATIONS WORKING FILE

EMPLOYEE RELATIONS CASE FILES

EMPLOYEE RELATIONS MONTHLY REPORT FILE

|
Approved For Release 2005/11/21 : CIA-ngfcmf7A000100250001-5

Consists of correspondence, instructions
and guides, sample letters,and related
material used in handling ewployee
problems such as employee indebtedness,
job inefficiency, security, improper
conduct, etc. File waintained for back-
ground information and reference pur-

poses.
(1951-1955)

Congists of case files on the more seriou
problem cases containing extra copies of
correspondence, reports, and other papers
pertaining to the handling of each case.
Copies of pertinent actions or wemoranda
are placed in the individual's Official
Personnel Folder. Filed alphebetically

by name.
(1952-1955)

Consists of copies of activity reports

prepared monthly for the Inspector General

The reports are summaries of cases pre-
sented to the Disposition Board and

include the Board's recommendations and
statistics on less serious cases such as
employee indebtedness, abuse of priviledgsg
etc, Filed chronologically.

(1954-1955)

G LI
oL,

Approved For Release 2005/11/21 : CIA-R

P78-0048

Temporary. Destroy when superseded
or obsolete.

Forward to Records and Services Division
to be Placed in Official Personnel
Folder upon final disposition of case;
destroy duplicate material immediately.

Temporary. Destroy when no longer
needed for reference purposes.
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K 178 REFERENCE PUBLICATIONS FILE
7 Consists of published material such 2.0 Tewporary. Destroy when no longer
* as regulations, notices, handbooks, etc., needed for reference purposes. 8

maintained for reference purposes.

proi
Approved For Release 2005/11/21 : CIA-F}%&%&{B(M 87A000100250001-5
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SCHEDULE NO. L’.O 56
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CONCURRENCE

", OFFJICE, DIVISION, BRANCH SI1GNATURE

Personnel, Personnel Assignwent Division, Qualifications Analysis |TiTLe DATE
B Branch

ES IDENTIFICATION VOLUME
?ﬂf“ (TITLE, DESCRIPTEgb, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
179 QUALIFICATIONS REGISTERS

Consists of wachine listings of applicants
employees, and consultants whose qualifical-
tions have been coded for future reference.
. The listings are used in furnishing re-

requesting offices names of individuals
qualified for a given type of position.

)

a. Applicant Listings. Consists of k.0 Temporary. Destroy upon receipt of
information on applicants considered revised listing.
to have special qualifications.
Arranged by work experience, area
. knowledge or specialty, college major,
language skills, and position for
vhich best qualified. In addition,
a master listing by Serial nuwber is
maintained as a cross-reference.
(Current)

b. Employee Listings. Consists of informg- 6.0 Tewporary. Destroy upon receipt of

tion on Agency euwployees coded and revised listing.

arranged by area specialty, language

skills, college major, current posi-
‘ tion, and Agency work experience.
In addition, a master listing by
serial number is waintained as a cross
reference.
(Current)

Approved For Release 2005/11/21 : CIA-R[DSMI A000100250001-5
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179 QUALIFICATIONS REGISTERS CONTD

¢. Consultant Listings. Consists of Temporary. Destroy upon receipt of
information on consultants whose revised listing.
qualifications have been coded for
future reference. Arranged by
gspecialization and alphabetically by
name thereunder.
(Current)

DATE OF LAST CONTACT REGISTER

Consists of machine listings of appli- Temporary. Destroy upon receipt
cants whose qualifications have been of revised listing.
coded. Contains the date on which the :
applicant was last contacted and is used
in requesting the applicant's file for
review and possible deletion of the
applicant from the various registers.
Register is arranged chronologically by
date of last contact and alphabetically
by name thereunder.

(Current)

APPLICANT DELETION FILE

Consists of retained copies of lists Temporary. Destroy upon receipt
Porwarded to the Machine Records Division of revised registers.
The lists contain the names of applicants
be deleted from the applicant registers.
Filed chronologiecally.

(1955)

Approved For Release 2005/11/21 : CIA- .’ : A000100250001-5
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182 QUALTIFICATION REGISTER ANALYSIS FILE

X Consists of Form 537, Request for .5 Temporary. Destroy when 6 months old.
Qualifications Register Analysis. This
form is received from Offices requesting
the Branch to review the registers for
individuals with certain qualifications.
After filling the request a copy of the
forw, with the names of qualified
candidates, is placed in this file and
used for reporting purposes and answering

similar requests. Filed organizationally
. and chronologically thereunder.

(1952-1955)

183 QUALIFICATION ANALYSIS CROSS-REFERENCE

Consists of a 3"x5" card file used as a .1 Tewporary. Destroy when 6 months
. cross-reference to the Qualification old.

* Reglster Analysis Files. Filed by
category (applicant or employee) and
thereunder by gualification.

1954-1955)
184 REQUEST FOR PERSONNEL ACTION FILE
Consists of copies of SF52, Request for .3 Temporary. Destroy when 1 year old.
Personnel Action, containing the (Cut off at end of each year; destroy
' recruitment requests of the various Officés. 1 year thereafter.)

Used in preparing Form 37-92, Personnel
Requisition Inventory Card. Filed
organizationally and chronologically

thereunder.
(1952-1955)

Approved For Release 2005/11/21 : CIA-F;%%&O? B7A000100250001-5
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: 185 CODE BOOKS
Consists of loose.leaf binders containing 1.5 Temporary. Destroy when superseded
the numerical code used in coding the or obsolete.

qualifications of applicants, consultantsd,
and employees. The coded qualificationslare
recorded on Form 699, Employee Qualifica-
tion Code Sheet, which is forwarded to -
Machine Records Division to be inecluded
in the Qualifications Registers (Item

179) .
. (Current)
186 TRANSMITTAL LISTS
Consists of lists covering copies of .1 Tewporary. Destroy when 1 year old.
Form 45c, Fitness Report Code Sheet, (Cut off at end of each year; destroy
transmitted to the Machine Records 1 year thereafter.)

Division. These code sheets are prepared

by the Branch upon receipt of individual

fitness reports and are forwarded to the

Machine Records Division to have the

information included in the appropriate

registers. Filed chronologically.
(1954-1955)

187 ACTIVITY REPORTS FILE
‘ Consists of bi-weekly reports prepared .1 Tewporary. Destroy when 1 year old.
) for the Division Chief containing a (Cut off at end of each year; destroy
statement of the accomplishments of the 1 year thereafter.

Branch. The report includes statistics
on the number of requests for qualificatipn
analysis that were processed, number of
applicants or employees coded for

' qualifications, etc. Filed chronologically.
(1953-1955)

Approved For Release 2005/11/21 : CIA-R é@lg@tm 7A000100250001-5
RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

FORM NO. '398 USE PREVIOUS (41) 7

1 JAN S8 EDITIONS.




ITEM NO. FILES IDENTIF ICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA- '4 87A000100250001-5
188 REQUEST FOR PERSONNEL ACTION LOG
Consists of a loose-leaf binder contain- .1 Temporary. Destroy when 1 year old.
ing & record of the receipt and dispatch (Cut off at end of each year; destroy
of the copies of SF52, Request for 1 year thereafter.)
Personnel Action, received by the
Branch. Filed chronologically.
(1954-1955)
189 REFERENCE PUBLICATIONS FILE
Consists of published material such as .8 Temporary. Destroy when no longer
regulations, notices, occupational hand- needed for reference purposes.
books, and similar reference material.
i ” {?% u
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SCHEDULE NO.
RAGPRDIegONTR RelspaedAG5/11/21 : CIA-RDP78-004 A000100250001-50-56
CONCURRENCE
OFFICE. DIVISION, BRANCH “TsienaTure
Personnel, Personnel Assignmwent Division, Support Branch TITLE DATE
I1TEM :
NO. (TITLE, DESCRIPT’;(;I’\;,EsAR‘R‘?{El’:}EA;;A:T(':.AEI'V%NINCLUSIVE DATES) (C\l/!g;gMIET.) DISPOSITION INSTRUCTIONS
190 BRANCH SUBJECT FILE
Consists of correspondence, reports, and .5 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities of 2 years thereafter.)
the Branch. Filed alphabetically by subjeft.
(1953-1955)
191 ACTIVITY REPORTS FILE
Consists of bi-weekly reports covering
the activities of the individual Placement
Officers and summary reports covering the
activities of the Branch. The reports -
include statistics on the numwber of appli-
cants interviewed, follow-up interviews,
reassignments, applicant cancellations,
etc. Filed chronologically.
a. Placement Officers' Reports. 3 Temporary. Destroy when 1 year old.
(1954-1955) (Cut off at end of each year; destroy
1 year thereafter.)
b. Branch Reports. 1 Tewporary. Destroy when 1 year old.
(1955) (Cut off at end of each year; destroy
1 year thereafter.)
192 ANNUAL PROGRESS REPORTS FILE
Congists of a narrative type report .1 Temporary. Destroy when 2 years old.
prepared for the Division Chief summarizinp
the accomplishments and significant develop-
ments during the year.
(1954)
Approved For Release 2005/11/21 : CIA-R E - 7ZA000100250001-5
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193 | CONVENIENCE FILE (Reading)

: Consists of extra copies of outgoing .1 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. ?iled)chronologically. 1 year thereafter.)

1955

194 REVIEW PANEL FILES

Consists of two files maintained by the

Chaifman of the Medical, Security, Personnel
. Review Panel. The files pertain to
applicants' and ewployees' personal probleus
medical disabilities, moral misconduct, etc.,
which have been brought to the attention of
the Panel for review and disposition.

~

a. Case Files. Consists of case files con- .3 Temporary. Destroy 1 year after disposi-
taining wemoranda for the record and tion of case. (Place in inactive file
: retained copies of correspondence which upon disposition of case; destroy 1 year
is sent to the Medical Staff, Security thereafter.)

Office, and the Official Personnel )

Folder File. Filed chronologically and

alphabetically by name thereunder.
(1953-1955)

b. Card File. Consists of 3"x5" cards on .2 Temporary. Destroy 1 year after disposi-
each case containing detailed informa- tion of case. (Upon disposition of case
tion on the case and serves as a cross- place in Case File with appropriate case;

. reference to the Case File. Filed destroy 1 year thereafter.

alphabetically by name.
(1953-1955)

sa

prony
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195

196

197

Approved For Release 2005/11/21 : CIA-FﬁIgEﬁFET?AOOMOOZSOOM-S
X

QUALTFICATIONS ANALYSIS REQUEST FILES

Consists of files maintained by the Place-
ment Officers containing copies of Form
537, Request for Qualifications Register
Analysis, which repres&et positions to be
filled. This form serves as a request from
an office for the Placewent Officer to
provide qualified personnel from within the
Agency to fill vacancies and to effect
reassignment of personnel. Filed chronologi
cally by date of request.
(195%-1955)

POSITION DESCRIPTION FILES

Consists of copies of Form 387, Position
Description, maintained by the appropriate
Placement Officer on each position, filled
or vacant, under his jurisdiction. The form
contains information on the position such
as title, number, requirements, duties,
responsibilities, etc. The file is used
to assist in the selection of personnel to
£i1l1 vacant positions through reassignment
o appointment action.
and by position thereunder.
(Current)

EMPLOYEE SUMMARY WORK SHEET FILES

Consists of Form 80, Employee Summary Work-
sheet, containing information on employees,
such as work experience, education, train-
ing, qualifications, present position, etc.
The work sheet is used by Placement Officers
in evaluating an emwployee's qualifications
and effecting his placement or reassignment.
Filed alphabetically by name.

(1951-1955)

Filed organizationallly

1 Temporary. Destroy when 1 year old.

2.3 Tewporary .

obsolete.

Destroy when superseded or

by Forward to Records And Services Division
to be placed in appropriate personnel

folder when employee terminates.

SEidion
R¥B-00487A000100250001-5
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z 198 FIELD REASSIGNMENT FILE

Consists of Form 202, Field Reassignment 2 Temporary. Destroy upon reassignment.
Questionnaire, maintained on employees whp
are being scheduled for return from the
Field. Form contains information of present
assignwent, duties and responsibilities,

ewployees preference for next assignment,
duty station, etc. This file is used in
planning the assignment of the employee

in his area for career development. File
chronologically by date of expected retur

‘ (1954 -1955)

==
.

199 INTERVIEW FOLLOW-UP FILE
Consists of 3"x5" cards used as a tickler .2 Temporary. Destroy after completion
in scheduling follow-up interviews on of follow-up actions.

new employees for purposes of determin-
ing job satisfaction and advising them

on problems which way have arisen. The
cards contain the nawe of employee, EOD
date, where assigned, and title and gradel

Lot Filed chronologically by follow-up date.
(Current)
200 PLACEMENT OFFICERS' WORKING FILES
- Consists of copies of correspondence, 2.4 Temporary. Destroy when no longer
. newsletters, copies of in-and-out casual needed for reference purposes.

reports, overseas vacancy reports, and
other papers collected and waintained by
individual Placement Officers. Files

are maintained for background information
and reference purposes. Filing arrange-
went varies with each file.

(1952-1955)

' e -
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201 RECRUITMENT REQUEST FILE

=)

Consists of copies of SF-52, Request For .1 Temporary. Destroy when 1 year old.
. Personnel Action, submitted by organizationa (Cut off at end of each year; destroy
units as recruitment requests. Original 1 year thereafter.)
copies of SF-52 are forwarded to the
Personnel Procurement Division for prepara-
tion of the Personnel Requisition Inventory
Card (FPorm 37-92). These copies of the
Form are waintained by Placement Officers
for reflerence purposes. Filed chronologi-
cally by date of request.

. {1954-1955)

202 EMPLOYEE AND APPLICANT FOLDER LOGS

ad

Logs waintained by the Placement Officers .2 Tewporary. Destroy when 1 year old.
as a record of the receipt and dispatch (Cut off at end of each year; destroy
of employee, and in sowe instances applicant 1 year thereafter.)

folders charged to the Branch. Logs con-
tain name of ewployee or applicant, name

of requestor, disposition, and date. Filed
alphabetically by nawe of ewployee or

applicant.
(1954-1955)

203 APPLICANT FOLDER TICKLER FILES

Consists of copies of Form 439, Control .2 Tewporary. Destroy upon completion
‘ Card, waintained by individual Placement or cancellation of processing.
Officers to record the receipt and dispatch

of applicant folders charged to the Branch.
These cards also serve as a tickler for
follow-up correspondence which is sent to
applicants at prescribed intervals during
processing. Filed chronologically by date
correspondence is due.

(1954-1955)

&9
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% 204 | CAREER BOARD BRIEFING FILE
Consists of copies of briefings prepared .6 Temporary. Destroy when 1 year old.
: for members of the Administrative Career (Cut off at end of each year; destroy
Service Board. These briefings contain 1 year thereafter.)

information on individuals grade 14 and
above who are being considered for promotion,
reassignment, etc., and are used by the
Board in making their recommendations on
each case. TFiled alphabetically by name.
(Undated) )

. 205 CAREER SERVICE QUESTIONNAIRE FILE

Consists of Form 265, Career Service .2 Temporary. Destroy when superseded or
Questionnaire, prepared by the employee obsolete.
indicating choices of geographical areas
in which they prefer to serve and area of
career development, i.e., administration,
Lt : intelligence, etc. These questionnaires
are used in selecting personnel for assign-
ments, both field and headgquarters, and in
: placing personnel returning from the field.
Filed alphabetically by nawme.

(Current)

206 CAREER STAFF SELECTION LOG

. Consists of a loose-leaf binder containing .1 Tewporary. Destroy when 1 year old.
names of employees requesting mewbership (Cut off at end of each year; destroy
in the Career Staff. Information includes 1l year thereafter.)

name of employee, grade, office, a notation
that this office checked Official Personnel
Folder, date referred to the Board, and
Board's recommendations. Filed chronologi-
cally by date of Board meeting, alphabeti-

: cally by nawe thereunder.
(1955)
REGi
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L
5 207 CAREER SERVICE RECORD CARD FILE

Consists of Form 723, Career Service

. Board Record (5"x8"), and a 3x5 cross-
reference containing information on employes
career development. Information includes
employee work experience, education,
language skills, Agency emwployment history,
etc., used in the selection of employees
for membership in the Career Staff and in
reassignment according to area of career

development.
‘ a. Form 723, Career Service Board Record. .5 Temporary. Destroy upon change
Arranged organizationally and alphabeti of career service designation.
cally by name thereunder.
(Current)
b. 3"x5" cross-reference. Filed .1 Temporary. Destroy upon destruction

alphabetically by name. of related copy of Form 723.

208 CAREER SERVICE WORKING FILE

Consists of correspondence, copies of .3 Tewporary. Destroy when no longer
lectures and speeches given before Board needed for reference purposes.
weetings, memoranda to other career boards, '
and related material. Files maintained
for background information and reference
purposes in relation to the Career Service
. Board activities. Filed by sub ject,

(1953-1955)

s

Approved For Release 2005/11/21 : CIA-RDP¥8:00487A000100250001-5
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209 CHANGE OF CAREER SERVICE DESIGNATION FILE

. Consists of 5"x8" cards containing names .3 Temporary. Destroy when 1 year old.
. of employees whose Career Service designa- (Cut off at end of each year; destroy
tion has been changed. Information includes 1 year thereafter.)

employee name, grade, title, and the new
service designation. File maintained for
convenience of reference. Filed alphabe-
tiecally by name.

(Undated)
. 210 MACHINE LISTINGS FILE
Consists of extra copies of machine listings .9 Tewporary. Destroy when superseded or
containing rosters of personnel and statis- obsolete.

tical information on personnel activities,
malntained for convenience of reference.,
(Current)

211 REFERENCE PUBLICATIONS FILE

-’ Consists of published material such as reg- 2.8 Temporary. Destroy when no longer

ulations, notices, handbooks, guides, etc., needed for reference purposes.
maintained for reference purposes.

-

Approved For Release 2005/11/21 : CIA-*QB‘{@-@QWAOOM00250001-5
Rhanas Loy

RECORDS CONTROL SCHEDULE . CONTINUATION SHEET

FORM NO. USE PREViOUS
1 JAN s¢ '393 EDITIONS.




g e

SCHEDULE NO.

REBPRDSVEINTRORSHRD 20P5/11/21 : CIA-RRQP78- 7A000100250001-5l‘o'56
CONCURRENCE
b OFFICE. DIVISION. BRANCH SIGNATURE
Personnel, Personnel Assignment Division, Intelligence Branch - rye
TI
E

ITIO?A (TITLE, DESCRIPT;OI[I\;,ESAR‘R?JEV’:‘;;A‘!;}J;‘:.AEJIV%NINCLUSIVE DATES) (c\(I]g;gMI-'ET.) DISPOSITION INSTRUCTIONS

212 ACTIVITY REPORTS FILE
Consists of bi-weekly reports covering
the activities of the individual Placement
Officers and summary reports covering the

. activities of the Branch. The reports
include statistics on the number of appli-
cants interviewed, follow-up interviews,
reassignments, applicant cancellations,
etc. Filed chronologically.
a. Placement Officers' Reports. N Temporary. Destroy when 1 year old.
(1954-1955) (Cut off at end of each year; destroy
1 year thereafter.)
b. Branch Reports .3 Temporary. Destroy when 1 year old.
(1954-1955) (Cut off at end of each year; destroy

1 year thereafter.)

213 CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing 3 Tewporary. Destroy when 1 year old.
‘ correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)

(1953-1955)

Approved For Release 2005/11/21 : CIA-R m 7A000100250001-5
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i 214  POSITION DESCRIPTION FILE

Consists of copies of Form 387, and Form 37- 1.0 Temporary. Destroy when superseded
¢ 138, Pogition Description, maintained by or obsolete.

the appropriate Placement Officer on each
position filled or vacant under his juris-
diction. The form contains information on
the position such as title, number, duties,
responsibilities, requirements, etc. The |
file is used to assist in the selection of {
personnel to fill vacant positions through ‘
reassignment or appointment action. Filed
‘ organizationally and by position thereunder | |

(Current)

215 EMPLOYEE SUMMARY WORK SHEET FILES

Consists of Form 37-148, Employee Summary 2.1 Forward to Records and Services Division
Rk Work sheet, containing information on to be placed in appropriate personnel
- employees such as work experience, educa- folder when employee terminates.

tion, training, qualifications, present
position, etc. The work sheet is used by
Placement Officers in evaluating emd G-
employee's Qualifications and effecting his
placewent or reassignment. Filed
alphabetically by name.

(1953-1955)

. 216 REASSIGNMENT REQUEST FILE

Consists of an unnuwbered form, titled .1 Temporary. Destroy upon final disposi-
"Reassignment Request", (5"x8"5 containing tion of case.

information on individuals requesting
transfers within the Agency. The form con-
tains information on date interview was
conducted by Placement Officer, action taker
i comments of Placement Officer, date of written
release from releasing office, education,
etc. Used as a reference to the disposition
. of each case. Filed organizationally and
alphabetically by name thereunder.

(1955)
f{%?rr
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217 INTERVIEW FOLLOW-UP FILE

Consists of 3"x5" cards used as a tickler .2 Temporary. Destroy after completion of
in scheduling follow-up interviews on new follow-up actions. .
employees for purposes of determining job
satisfaction and advising them on probleums
which may have arisen. The cards contain
the nawe of employee, EOD date, where assignpd,
and title and grade. Filed chronologically
by foliow-up date.

(Current)

REPORT OF INTERVIEW FILE

Consists of extra copies of Form 37-117, Temporary. Destroy when 6 months
Report of Interview, prepared by ORR on old.
contacts interviewed. These reports were
sent to the Branch for coordination and as
information on individuals contacted by ORR
for possible Agency employment. Filed
alphabetically by name.

(1954-1955)

PLACEMENT OFFICERS' WORKING FILES

Consists of copies of correspondence, Temporary. Destroy when no longer needed
newsletters, copies of in and out casual for reference purposes.

reports, reassignment wemo's, and other
papers collected and maintained by indivi-
dual Placement Officers. Files are main-
tained for background information and refer-
ence purposes. Filed alphabetically by

subject.
(1954-1955)
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220 RECRUITMENT REQUEST FILE

Consists of copies of SF52, Request For .1 Tewporary. Destroy when request is
Personnel Action, submitted by organizational filled or cancelled.
i units &s recruitment requests. Original

copies of SF52 are forwarded to the
Personrel Procurement Division for pre-
paration of the Personnel Requisition Inven-
tory Card, (Form 37-92). These copies of th
forw are maintained by Placement Officers fo
reference purposes. Filed chronologically . !
by date of request. !

. (195%-1955)

221 PERSONNEL REQUISITION FILE

114

3

Consists of copies of Formw 37-92, Personnel 1 Teuwporary. Destroy when cancelled or
Requisition Inventory Card, provided by the superseded.

Personnel Procurement Division. These
3"x5" cards represent vacancies in the

N various offices for which recruitment is
being conducted. Filed numerically by
serial code number.

o (Current)

222 EMPLOYEE AND APPLICANT FOLDER LOGS

Logs waintained by the Placement Officers as 2 Temporary. Destroy when 1 year old.
: a record of the receipt and dispatch of (Cut off at end of each year; destroy '
. employee, and applicant folders charged 1 year thereafter.)

to the Branch. Logs contain nameg of
employee or applicant, name of requestor,
disposition, and date. Filed alphabetically
by name of employee or applicant.
(1954-1955)

e

e
I
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! 223 APPLICANT FOLDER TICKLER FILE
. Consists of copies of Form 439, Control J Temporary. Destroy upon completion
Card, maintained by individual Placeument or cancellation of processing. ’

Officers to record the receipt end dispatch
of applicant folders charged to the Branch.
These Cards also serve as a tickler for
follow-up correspondence which is sent to
applicants at prescribed intervals during

processing. Filed chronologically by date !
correspondence is due. '

. (195%-1955) ,
{

22k MACHINE LISTINGS

Consists of extra copies of wachine 1listings .5 Temporary.
containing rosters of personnel and statis- obsolete.
tical information on personnel activities,
maintained for convenience of reference.

Destroy when superseded or

- (Current)

. 225 REFERENCE PUBLICATIONS FILE
Consists of published waterial such as 2.1 Tewporary. Destroy when no longer needed
regulations, notices, handbooks, guides, for reference purposes.

ete., waintained for reference purposes.

GREY
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CONCURRENCE
M OFFICE, DIVISION, BRANCH S1GNATURE
Personnel, Personnel Assignment Division, Clandestine Services TITLE DATE
. Branch
ITEM FILES IDENTIFICATION VOLUME P TIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUC

226 BRANCH SUBJECT FILE

Consists of correspondence, reports, and othdr 1.5 |Temporary. Destroy when 2 years old.

papers accumulated in the general administra- (Cut off at end of each year; destroy
_ tion of the activities of the Branch. Filed 2 years thereafter.)
‘ alphabetically by subject.
(1954-1955)

227 ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering the
activities of the individual Placement
Officers and summary reports covering the
activities of the Branch. The reports
include statistics on the number of appli-
ol cants interviewed, follow-up interviews,
reassignments, applicant cancellations, etc.
Filed chronologically.

a. Placement Officers' Reports. 3 Temporary. Destroy when 1 year old.
(1954-1955) (Cut off at end of each year; destroy
. 1 year thereafter.) ‘
b. Branch Reports. .2 Temporary. Destroy when 1 year old.
(1955) (Cut off at end of each year; destroy

1 year thereafter.)

IR

fo b~ gl _‘g
LIUTERE, ¢
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228 ANNUAL PROGRESS REPORTS FILE

Consists of a narrative type report .1 Temporary. Destroy when 2 years old.
N prepared for the Division Chief summarizing
the accomplishments and significant develop/
ments during the year,

(1954)

229 | CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing A Temporary. Destroy when 1 year old.
' correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronolo§ically. 1 year thereafter.
(1954-1955

230 QUALIFICATIONS ANALYSIS REQUEST FILES

Consists of files waintained by the Place- .1 Temporary. Destroy when 1 year old.
. wment Officers containing copies of Form 537
Request For Qualifications Register Analysig
which represent positions to be filled.

The forw serves as a request from an office
for the Placement Officer to provide
qualified personnel frow within the Agency
to fill vacancies and to effect reassignment
of personnel. Filed chronologically by datsg

of request.
(1954-1955)

-
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231 EMPLOYEE SUMMARY WORK SHEET FILES

Consists of Form 37-148, Ewmployees Summary 3.5 | Forward to Records and Services Division
Worksheet, containing information on to be placed in appropriate personnel
: ewployees, such as work experience, educa- folder when employee terminates.

tion, training, qualifications, present

position, etc. The work sheet is used by
Placement Officers in evaluating an employeel's
qualifications and effecting his placeument
or reassigmment. Filed alphabetically by

name.
(1953-1955)

' 232 FIELD REASSIGNMENT FILE

Consists of Form 202, Field Reassignment .2 | Temporary. Destroy upon reassignment.
Questionnaire, maintained on employees who
are being scheduled for return from the
field. Form contains information on pre-
. sent assignment, duties and responsibilities
. employee preference for next assignment,
duty station, etc. The file is used in
planning the assignment of the employee in
.t his area of career development. Filed
alphabetically by name.,

(1955)

233 RETURNEE FILE

. Consistes of 3"x5" cards containing names of .2 | Temporary. Destroy upon reassignment.
employees who are scheduled for return from
the field. Cards serve as a tickler file
on returnees expected date of arrival at
headquarters and are used in initiating
reassignment actions. Filed chronologically
by date of expected return.
(Current)

LnggeA ALAL OBt
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DISPOSITION INSTRUCT IONS

234

235

236

VACANCY REPORT FILE

PLACEMENT OFFICERS' WORKING FILES

STAFF AGENT NAME INDEX

Approved For Release 2005/11/21 : CIA-}

Consists of wemoranda submitted by operating
offices containing information on positions
to be filled. Information includes position
title, grade, desired qualifications,
physical location of position, etec. These
memoranda serve as guldes to Placement
Officers in reassigning returnees or as a
basis for preparation of Form 537, Request
for Qualifications Register Analysis.
Filed organizationally.

(195%-1955)

Consists of coples of correspondence, news-
letters, copies of in-and-out casual reports
overseas vacancy reports, and other papers
collected and maintained by individual

Placement Officers. Files are waintained fo
background information and reference purpose
Filing arrangement varies with each file.

(1953-1955)

Consists of two 4"x6" loose leaf binder file
& true name file and a pseudonym file.
Both files contain a code number which
serves as a cross-reference. The index is
used in processing Staff Agents to Staff
employee status. Files are arranged organi-
zationally and by name thereunder.
(Current)

4

oF
.

By
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Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when no longer
needed for reference purposes.

Tewporary. Destroy both files upon
completion of processing.
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Fa
237 \/‘ CONTRACT EMPLOYEE CARD FILE

Consists of 5"x8" cards on covert contract .6 Temporary. Destroy upon termination
employees containing name of employee, of individual's services.
dates of headquarters service, dates of
overseas service, dates of security initia-
tions, etec. Cards are used to record the
physical location of the official folders
after the folders are released to the Area
Divisions, and as a convenient source of
inforwation on the emwployee. Filed
alphabetically by name.
. (1948-1955)

238 INTERVIEW FOLLOW-UP FILE

Consists of 3"x5" cards used as a tickler .2 Temporary. Destroy after completion
in scheduling follow-up interviews on new of follow-up actions.

. employees for purposes of determining

job satisfaction and advising them on
problems which may have arisen. The cards
contain the name of ewployee, EOD date,

. vhere assigned, and title and grade. Filed
chronologically by follow-up date.
(Current)

239 EMPLOYEE AND APPLICANT FOLDER LOGS

. Logs waintained by the Placement Officers .5 Temporary. Destroy when 1 year old.
as a record of the receipt and dispatch (Cut off at end of each year; destroy
of employee, and in some instances 1 year thereafter.)

applicant folders charged to the Branch.
Log contains name of ewmployee or applicant,
name of requestor, disposition, and date.
Filepalphabetically by name of ewployee or
applicant. )

(1955 ) Kl
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240

241

Approved For Release 2005/11/21 : CIA-

APPLICANT FOLDER TICKLER FILES

Consists of 3"x5" cards waintained by
individual Placewent Officers to record
the receipt and dispatch of applicant
folders charged to the Branch. These
cards also serve as a tickler for follow-
up correspondence which is sent to applicany
at prescribed intervals during processing.
Filed chronologically by date correspon-

dence is due.
(1954-1955)

REFERENCE PUBLICATIONS FILE

Consists of published material such as
regulations, notices, handbooks, guides,
etc,, maintained for reference purposes.

Approved For Release 2005/11/21 : CIA-H
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b
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Temporary. Destroy upon completion or
cancellation of processing.

Temporary. Destroy when no longer
needed for reference purposes.
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CONCURRENCE
= OFFICE. DIVISION, BRANCH SIGNATURE
Personnel, Personnel Assignment Division, Clerical Placement TITLE DATE
Branch
I TEM FILES IDENTIFICATION ' VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

242 BRANCH SUBJECT FILE

Consists of correspondence, reports and .6 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities of the 2 years thereafter.)
. Branch. Filed alphabetically by subject.
1953-1955)

243 ACTIVITY REPORTS FILE

Consists of activity reports prepared 1.0 Temporary. Destroy when 1 year old.
bi-weekly for the Division Chief. Reports (Cut off at end of each year; destroy
. contain an account of personnel assigned 1 year thereafter.)

during the reporting period, personnel
scheduled for orientation, personnel entering
. on duty to the Interim Assignment Section,
etc. Filed chronologically.

(195%-1955)

o4lh|  CONVENIENCE FILE (Reading)

‘ Consists of extra copies of outgoing . A Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)

(1952-1955)

SEGELS
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245 PERSONNEL FOLDER FILE

Consists of Official Personnel Folders Temporary. Forward to Records and
containing papers which document the Services Division upon assignment
appointment of the ewployees. Files of employee.
are used by this Branch in effecting
assignment of personnel, after which they
are forwarded to the Records and Services
Division to be incorporated in the Offici
Personnel Folder File. Filed alphabeticallly
by nawe.

(Current)

RECRUITMENT REQUEST FILE

Consists of copies of SF52, Request for Temporary. Destroy when 1 year old.
Personnel Action, submitted by organiza- (Cut off at end of each year; destroy
tional units as recrultment requests. 1 year thereafter.)
Original copies of SF52, are forwarded
to the Personnel Procurement Division for
preparation of the Personnel Requisition
Inventory Card (Form 37-92). These
copies of the form are maintained for
reference purposes. Filed organizationall
‘ (1955)

APPLICANTS IN PROCESS FILE

Consists of Form 364, Placement Control Temporary. Place in Clerical Work

Card, containing information on applicants Assignment File (item 251) upon EOD

in process. Includes date processing was of applicant or destroy upon cancellation
initiated, type of security clearance of processing.

requested, grade, assignmwent possibilities
etc. These cards are used in controlling
the placement of applicants and as a
reference to the date of processing
initiation. Filed by position title and
alphabetically by name thereunder.

Approved For Release 2005/11/21 . QIA-BWZ&MM 002500015
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o48 |  CLERICAL REQUIREMENTS FILE
- Consists of a 5"x8" pad containing informa- .1 Temporary. Destroy upon preparation
* tion on clerical positions to be filled of the bi-weekly activity report.

through recruitwent, and the number of

clerical applicants in process. Pad con-
tains position title, number of applicants
in process for each position, and the
office for which they are being recruited. |
Information is used in the preparation of (
the activity report. Filed organizationally.

. (Current)

29 PROCESSING CANCELLATION FILE
Consists of 5"x8" cards prepared upon .2 Temporary. Destroy when 6 months
receipt of Form 37-92, Cancellation of old.

Applicant Processing, and Form h6h, Daily
. Security Report. These cards contain

* names of applicants on which processing
has been cancelled and the reasons for
cancellation. Used for reference and
compiling statistics for reporting pur-
poses. Filed chronologically by cancella-

tion date.
(1955)
250 ORIENTATION LISTINGS
. Consists of listings containing nawes .1 Temporary. Destroy when 6 months
of personnel assigned to the Interim old.

Assignment Section who have attended

Orientation Classes. Listings are used in
assigning employees, since only those whosg
names appear on these listings way be

assigned to an office on a permanent basis
: (Couriers excepted). Filed chronologically.
(1955)

EanE
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251 CLERICAL WORK ASSIGNMENT FILE

Consists of copies of Form 364, Placement Temporary. Destroy upon permanent
Qontrol Card, which were removed from the assignment of the ewployee.
Applicants in Process File (item 247) and
placed in this file upon EOD of the appli-
cants. These cards contain information
on the temporary work assignments of the
ewployee and are used to conirol work
assignments and as a record?ghere the
employee is working. Filed alphabetically

by name.
(1955)

AGENCY ASSIGNMENT REGISTER

Consists of a 4"x6"™ loose-leaf binder Temporary. Destroy when 6 wonths old.
containing names of personnel who were
assigned to the Interim Assignment Sec-
tion and who have been officially assigned
to the various offices. File contains
name of employee, office to which
assigned, and date of assignment.

APPLICANT FOLDER TICKLER FILE

Consists of 3"x5" cards used to record Temporary. Destroy upon completion
the receipt and dispatch of applicant cancellation of processing.
folders charged to the Branch. The cards
also serve as a tickler for follow-up
correspondence which is sent to appli-
cants at prescribed intervals during
processing. Filed alphabetically by nawe.
(Current

s
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25k OVERSEAS QUESTIONNAIRE FILE

Consists of 5"x8" forms (no number) Temporary. Destroy when superseded
prepared by clerical personnel interested or obsolete.

in overcseas assignwents. The form con-
taing name, grade, office, overseas area
of interest, skills, languages, etc.,
and are used in the selection and place-
ment of personnel in overseas vacancies
as they occur. Filed alphabetically by
name.

(Current)

INTERIM ASSIGNMENT SECTION SUBJECT FILE

Consists of correspondence, reports, and Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
administration of the activities of the 2 years thereafter.)

Section. Filed alphabetically by sub-

jeet.
(1952-1955)

INTERIM ASSIGNMENT SECTION WEEKLY REPORT
FILE

Consists of activity reports prepared Temporary. Destroy when 1 year old.
weekly for the Branch Chief. Reports (Cut off at end of each year; destroy
contain an account of the number of peo- 1 year thereafter.)
ple in the Section, EOD's, number
officially assigned to the various offics
number scheduled for training, ete.,
and are used in preparing the Semi-
annual Report., Filed chronologically.
(1955)

e 2 et
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RET

: 257 INTERIM ASSIGNMENT SECTION SEMI-ANNUAL
REPORTS FILE

Consists of semi-annual progress reports .1 Temporary. Destroy when 2 years old.
containing summarized inforwation tsken [
from the weekly reports. In addition
these reports contain lists of work
projects being conducted, brief descrip-
tions of duties entailed in each project
and man hours expended on each. Filed

chronologically.

. ( 195)4‘ = 19 5 5 )

258 STATUS OF PROCESSING FILE |

Consists of Form 887, Interim Assign- .6 Temporary. Destroy when 1 year old.
ment Record, received by the Section on (Cut off at end of each year; destroy
each applicant prior to their EOD, Cards 1 year thereafter.)
are used as reference to the status of

- processing of each individual and in

determining the types of work assign-
ments in which they way participate.

.- Filed alphabetically by name.
(1953-1955)
259 WORK PROJECT RECORD

- Consists of 5"x8" cards prepared by the .5 Temporary. Destroy 6 months after

. Interim Assignment Section on each work completion of project. (place in
project received. Cards are waintained inactive file upon completion of
to control each project, to compute project; cut off inactive file semi-
man hours expended for reporting pur- annually and destroy 6 months thereafter)

poses, and contains information such as

project number, project title, date

received, date completed, etc. Filed

N numerically by project number.
?1952-1955)

A000100250001-5
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. 260 LIBRARY MATERTAL
Consists of bound library books, dictiont 12.0 Temporary. Return to Library when
aries, guides, manuals, etc., maintained no longer needed for reference purposes.
- for reference purposes.
261 REFERENCE PUBLICATIONS FILE
Consists of published material such as | 1.3 Temporary. Destroy when no longer
CIA Regulations and Notices, OP Memoran- needed for reference purposes.

dums, and similar reference material.

d For Release 200 - c1a-RRP P Mok $74000100250001-5
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262 BRANCH SUBJECT FILE

Consists of correspondence, reports, and Temporary. Destroy when 2 years old.

other papers accumulated in the general (Cut off at end of each year; destroy

administration of the activities of the 2 years thereafter.)

Branch. Filed alphabetically by subject.
(1954-1955)

ACTIVITY REPORTS FILE

Consists of activity reports prepared
bi-weekly for the Division Chief and
summary reports prepared semi-annually
and annually. Filed by type of report
and chronologically thereunder.

a. Bi-weekly rep?rts.) Temporary. Destroy when 1 year old.
1955

b. Semi-annual Reforti. ) Temporary. Destroy when 2 years old.
1954-1955

c. Annual reports. )
195k) Tewporary. Destroy when 2 years old.

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.

(1952-1955)

Approved Fo : . o & 87A000100250001-5
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265 ADVANCED SICK LEAVE FILE

Consists of 3"x5" cards prepared on Temporary. Destroy when 6 months old.
individuals who have requested an (Cut off every 6 months; destroy 6
advancement of sick leave. Cards are wonths thereafter.)

prepared upon receipt of a request from
an Office and contains ewployee name,
date of request, date of approval,
number of hours approved, etc., and
serves as a reference for reporting
purposes. Filed alphebetically by name.

(1955)

INTERVIEW APPOINTMENT REGISTER

Consists of copies of an unnumbered forJ .1 Temporary. Destroy when 1 month old.
titled "Appointments”, used to schedule
employee interviews with counselors.
Form contains information on the type of]
interview, (pre-exit or counseling
date and time, name of counselor, and
name of ewmployee. Filed chronologicallﬂ
by date of interview.

(1955)

COUNSELING FILE

Consists of Form 37-13, Personnel Rela- Place in official personnel folder when
tions Interview Record, prepared after employee termingtes.
counseling personnel with problems
such as job dissatisfaction, financial
difficulties, warital problems, and other
grievances. Cards contain information on
details of the situation, and nauwe,
grade, title, etc., of the employee.
These cards are used for recording
information concerning cases and as a
record of advice given or action taken.
Filed alphabetically by name.
(1952-1955)

FORM NO. USE PREVIOUS
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5 268 CARD REFERAL FILE
Consists of 3"x5" cards prepared on .5 Temporary. Destroy when 6 months
. resignees, military leave cases, old. (Cut off every 6 months; destroy
counseling cases, and leave without 6 months thereafter.) )

pay cases. Information includes named of
individual, grade, type of case
(resignee, military leave, etc.), home
address, date official folder received,
etc. Cards are used as a reference to
the status of each case and for obtaining
statistics for the Monthly Summary of

Separations. Filed alphabetically by
name . i
(1954-1955)
269 RESIGNATION WORK SHEET FILE
Consists of copies of an unnumbered .1 Temporary. Destroy when 6 months old.
form titled "Resignations" used to record (Cut off every 6 months; destroy 6
information on resignees such as, name, months thereafter.

office, effective date, date official

‘ folder received, etc. Names are listed
L on this form as they are received from
the operating offices and the form is
used as a check sheet for recording
processing actions. Filed chronologicallly.

(1955)
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270

271

REFERENCE PUBLICATIONS FILE

lo ¥
Approved For Release 2005/11/21 : cm—fj%

REPORT OF SEPARATION FILE

Consists of Form 971, Report of
Separation, prepared from information
obtained while conducting pre-exit
interviews. Information includes name ¢f
resignee, title, office, date of
resignation, separation category, and
remarks which includes employees
attitude towards Agency, etc. This
copy of the form is used to prepare the
"Agency Summary of Civilian True
Separations”; the record copy is placed
in the appropriate Official Personnel
Folder. Filed chronologically by
month and alphabetically by name
thereunder.

(1952-1955)

Consists of published material such as
regulations, notices, handbooks,

brochures, etc., waintained for referenge
purposes.

Approved For Release 2005/11/21 : CIA-
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Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewmporary. Destroy when no longer
needed for reference purposes.
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LOMMIDDENOL

29
“ OFFICE, DIVISION, BRANCH SIGNATU
Personnel, Records and Services Division, Office of the Chief TITLE C
. T FRED 7 Coagiod b K
7 77
1TEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS J
[} NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)
272 DIVISION SUBJECT FILE
Consists of correspondence, reports, 3.8 Tewporary. Destroy when 3 years old.
and other papers pertaining to the (Cut off at end of each year; transfer
administration of a central processing to the Records Center 1 year thereafter.)
. service for official travel; wain-
tenance of the official Agency personnel
files; compilation of personnel statis-
tics; and furnishing employee services.
Filed alphabetically by subject.
(1953-1955)
L 273 OFFICIAL PERSONNEL FOLDERS (Division Employer)
A portion of the file described in item 3.5 Disposal not authorized. (Transfer case
339.  Consists of the folders of to Files Section upon transfer or
* Division employees maintained separately] separation of ewployee.)

to limit access to them. Filed alphabe-
tically by surname.

(Current)

. 27k PERSONNEL FOLDER LOG

Records of the receipt and dispatch of .1
all employees and applicant folders
charged to the office. Contains
folder title, name of requestor,
disposition, and date. Filed alphabe-
tically by name of employee or
applicant.

(1955)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)
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Approved For Release 2005/11/21 : CIA-
EMPLOYEE RECORD CARD FILE

Consists of OF4b, Employee Record Card,
maintained on each Division ewployee and
used as a basis for initiating personnel
actions; recording personnel actions,
training, and qualifications; and noting
other information needed in the manage-
mwent of Division personnel. Filed by
organizational level.

(Current)

SECURITY HOLD FILE

Consists of 3"x5" cards which serve as

a tickler for follow-up poses on

cases where processing has been suspended

at the request of the Office of Security.

Filed chronologically by follow-up date.
(Current

RYBAT FILE

Consists of papers normally mwaintained

in the official personnel folder (see

item 339) but waintained separately

because of security reasons. Filed

alphabetically by name of employee.
(Current)

CORRESPONDENCE LOG

Record of the receipt and dispatch of
selected correspondence. Maintained pri-
warily as a locator. Filed chronologicall

(195%-1955)

FORM NO.
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'393 USE PREVIOUS
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EDITIONS.
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1 Temporary. Destroy upon separation
of employee or forward to gaining
component upon transfer of employee
within the Agency.

.1 Tewporary. Destroy when processing
is resumed or cancelled.

1.4k Disposal not authorized. Retain in
current files area indefinitely.

.2 Temporary. Destroy after 1 year old.
(Cut off at end of each year; destroy
Y. 1 year thereafter.)
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279 R&SD MEMORANDUM FILE
Consists of administrative issuances A Temporary. Destroy when superseded
(Records and Services Division Memorandum or obsolete.

' prepared and issued by the Division to
supplement the Office of Personnel
Memorandums. Filed numerically by Memo-
randum number.

(Current)

' 280 REFERENCE PUBLICATIONS FILE
Consists of published material such 5.1 Tewmporary. Destroy when no longer
as regulations, notices, handbooks, needed for reference purposes.
brochures, etc., maintained for reference
purposes.

281 LEAVE RECORD FILE
Consists of SF 1137, Leave Record, main- ok Temporary. Destroy when leave balance
tained for each employee of the Division is transferred to new card or ewployee
. as a record of leave taken and accrued. leaves the Division.

Filed alphabetically by surname.

{ Tl
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Personnel, Records and Services Division, Correspondence Branch |riTie DATE
v ITEM FILES
NO. (TITLE, DESCRIPTION. ARRANGEMENT. AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
282 BRANCH SUBJECT FILE
Consists of correspondence, reports, 1.0 Temporary. Destroy when 2 years old.
and other papers accumulated in the (Cut off at end of each year; destroy
‘ general administration of the activities 2 years thereafter.)
of the Branch., Filed bg subject.
(1953-1955
283 CORRESPONDENCE FILE
Consists of one copy of each letter pre- 6.8 Temporary. Destroy when 6 months old.
. pared by the Branch in the performance {Maintain a 6-month level; thereafter
of 1its correspondence function for the destroy oldest month after filing
Office of Personnel. This correspondence current month.)
. is of a routine nature, such as notifi-
* cations of processing, requests for

additional information, and notice of
rejection. These copies are maintained
for convenience of reference, the record
copy being maintained in the appropriate
case file. Filed in two categories (appli
’ cant cases and processing cases), and
; alphabetically thereunder by name of
addressee.

(1955)

P

N 3
Approved For Release 2005/11/21 : CIA-R 3&%587A000100250001-5

FORM NO. |39 USE PREVIOUS (41)
1 JAN 56 EDITIONS.




{TEM NO. FILES IDENTIFICATION VOLUME | DISPOSITION INSTRUCT |ONS
Approved For Release 2005/11/21 : CIA-} ? 87A000100250001-5

28)y SELECTED CORRESPONDENCE FILES

- Consists of copies (in addition to
those in the Correspondence File) of

¢ correspondence selected for possible
later use as guides in the preparation
of similar letters.

a. Letters prepared for personal Jd Tewporary. Destroy when no longer
signature of the Director of Personnel, needed for reference purposes.
the DCI and DDCI. Filed chronologi-
cally.
. (195%-1955)
b. Letters sent to covert medical .1 Tewporary. Destroy when no longer
contacts. Arranged in two categorieg, needed for reference purposes.

general correspondence and letters
of rejection.

(1954-1955)

285 SAMPLE BOCKS
y Consists of loose-leaf binders contain- 2.0 Tewporary. Destroy when superseded
ing copies of sample letters used as or obsolete.

guides in preparing routine correspon-
dence. A reference copy of these guides
is maintained by each person responsible
for correspondence preparation. Filed

numerically by code nuwber assigned each
. letter.
(Current)
286 ACTIVITY REPORTS FILE

Consists of daily, weekly, and monthly 2 Temporary. Destroy daily reports
Branch activity reports. The daily re- every 3 months; destroy weekly and

< port serves as a worksheet for the monthly reports when no longer needed
preparation of the weekly report which is for reference purposes.
in turn summarized in the wonthly report

I Filed by type of report and chronologi-

cally thereunder.
(1954-1955)

I et
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287 MANIFEST FILE

Consists of manifests which accompany .2 Temporary. Destroy when 6 months old.
- covert cases forwarded to the Branch
. from the Special Security Division/so,
for preparation of replies. Filed
chronologically.
(1954-1955)

288 FIEXOWRITER TAPES
‘ Consists of Flexowriter tapes used in .8 Tewporary. Destroy when superseded
preparing routine letters. Also includeg or obsolete.

some Robotyper rolls used for the same
purpose. Arranged numerically by code
number assigned to each letter.

Current)
. 289 LIBRARY MATERTIAL
Consists of bound library books, 2.3 Temporary. Return to Library when
. dictionaries, guides, manuals, ete., no longer needed for reference pur-
maintained for reference purposes. poses.
290 REFERENCE PUBLICATIONS FILE
Consists of published material such as 2.2 Temporary. Destroy when no longer
. CIA Regulations and Notices, OP Memo- needed for reference purposes.
randums, and similar reference material.

AL
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SE s CONCURRENCE
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Personnel, Records and Services Division, Employee Services TITLE DATE
Branch ;
ITEM FILES IDE AT 10! VOLUME
NO. (TITLE, DESCRIPTION, ARRAN’;IEA:;)\}T(':. ANDNINCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS
291 BRANCH SUBJECT FILE
Cornsists of correspondence, reports 2.4 Tewmporary. Destroy when 2 years old.
and other papers accumulated in the (Cut off at end of each year; destroy
general adwministration of the activities 2 years thereafter.)
of the Branch. Filed by subject.
(1951-1955)
292 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing 1.5 Temporary. Destroy when 1 year old.
correspondence maintained for conven- (Cut off at end of each year; destroy
ience of reference. Filed chronologicallly. 1 year thereafter.)
(1947-1955)
293 ALIEN SPONSOR FILE
Consists of case files on ewployees .2 Temporary. Destroy 2 years after case
who have sponsored the entry of aliens is closed. (Place in inactive file
into this country. File contains corres- when case is closed; cut off inactive
pordence and related papers pertaining to file at end of each year and destroy
reasons for sponsorship, permwission for 2 years thereafter.
the employee to sponsor the alien,
security clearance of both sponsor and
alien, and biographical information on the
alien. Filed alphabetically by name
of employee.
(1952-1955)
Approved For Release 2005/11/21 : CIA-R§P78-004‘§'7A000100250001-5
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RECREATION ASSOCIATION FILE

Consists of correspondence, notices,
newsletters, and other papers pertain-
ing to various employee recreational
actlvities, mewbership, meetings, games,
scores, ete, The file is used in coor-
dinating and administering the activities
Filed alphabetically by activity.
(1954-1955)

HOUSING APPLICATION FILE

Consists of Form 354, Housing Applicatiod
(3"x5"), prepared by employees requesting
assistance in obtaining satisfactory
housing arrangements in the Washington,
D. C. area. Contains information on
type of housing needed, location and
other preferences. :
(Current)

AVAILABLE HOUSING FILE

Consists of Form 580, Housing Record,
containing informwation on housing
avallable in the Washington, D. C. area.
The file serves as a source of informa-
tion necessary to assist Agency ewployeesg
in locating satisfactory housing.
Arranged by type of housing.
(Current

VOLUME
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¥

Teumporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Tewporary. Destroy when request is
filled or cancelled.

Temporary.
or obsolete.

Destroy when superseded
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297 BLOOD DONOR FILE )
Consists .. primarily of two lists, one .5 Temporary. Destroy when 1 year old.
is prepared by the Branch and contains tHe (Cut off at end of each year; destroy
name of the donor, his office, time- 1 year thereafter. At time of des-
scheduled, signature, and numwber to be truction, names of ewployees who
used in lieu of nawe. The other list is possess rare blood types will be listed
prepared by the Red Cross and contains and retained.)
the assigned nuwber and blood type. Used
to schedule donors, assign them a number
to be used for security reasons, and after
donation serves as a record of blood
types for possible emergency transfusions.
Filed chronologically.
(1951-1955)
298 FUND RAISING CAMPAIGN FILES
Consists of records used to facilitate
and control the collection of monies for
fund-raising campaigns of charitable, Js
health, welfare, and similar organizations.
a. Form 739, Consolidated Charities Fund| Temporary. Destroy at start of
Pledge and Payment Record. TFiled subsequent cauwpaign.
alphabetically by surname.
b. Correspondence, receipts, invoices, 1.8 Temporary. Destroy at start of
' and related papers pertaining to the subsequent campaign except summary
various fund-raising drives. financial statement which will be
(1951-1955) retained.
299 CABLE FILE
Consists of extra copies of incoming 5.5 Temporary. Destroy after 1 wmonth.
cables maintained for convenience of
reference. Official file copies are
maintained in appropriate subject and cask
files. Filed chronologically.
(1955)
RS
Approved For Release 2005/11/21 : CIA-R 7A000100250001-5
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300 CABLE LOG .

2

Consists of Form 70-9, Cable Log, d Tewporary. Destroy when 1 year old.
waintained as a record of the receipt
and dispatch of incoming cables. Filed
chronologically.

(1955)

INDEX

Consists of two sets of 3"x5" cards, a Temporary. Destroy both cards
true name card and a pseudonym card. when cancelled.
Both cards contain a code number which
servés as a cross-reference. The index
is used in the receipt and dispatch of
cables. The pseudonym card is filed
alphabetically by pseudonym and the true
nawe .card is filed numerically by code
number. .
(Current)

OUTSIDE ACTIVITIES FILE

Consists of 3"x5" cards on employees who Temporary. Destroy when 6 months
have requested permission to participate old. (Cut off every 6 months;
in activities outside the Agency. Activi destroy 6 months thereafter.)
ties include participation in clubs, part
time employment, attending school, etc.
Cards are used to record date requests
are submitted to the Security Office and
approval or disapproval of the requests.
Filed alphabetically by surname.

(1955

o ’
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303 FEDERAL EMPLOYEES' INSURANCE FILE

o Consists of a roster of ewployees who .1 Disposal not authorized. Retain
have waived their rights to insurance in current files area.
* under the Federal Employees' Group Life

Insurance Program. File serves as a

source of information which is furnished
to the Office of the Comptroller weekly.
Filed by vouchered or unvouchered funds
and thereunder alphabetically by surname.

Current)
I 30k LIBRARY MATERIAL
Consists of bound library books, 1.5 Temporary. Return to Library when
dictionaries, guides, wanuals, etc., no longer needed for reference
maintained for reference purposes. purposes.
305 REFERENCE PUBLICATIONS FILE

Consists of published waterial such as 10.1 Temporary. Destroy when no longer

e - regulations, notices, handbooks, needed for reference purposes.

and college brochures.

SEGRET]
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. SCHEDULE NO. Lo-56
REAPRPSVEANTROR FSHED B0D5/11/21 : CIA-RSEM 7A000100250001-5
CONCURRENCE
1 OFFICE, DIVISION, BRANCH ’ SIGNATURE
Personnel, Records and Services Division, Central Processing
Branch TITLE DATE
-
E FILES IDENTIFICATIO VOLUME
* IJO.M (TITLE, DESC‘RIPTI!I)N, ARIRANP:?EMENT, AIIVDNINCLUSIVE DATES) (CUBI(l?J FT.) DISPOSITION INSTRUCTIONS
306 BRANCH SUBJECT FILE
Consists of correspondence, reports, 2.0 Temporary. Destroy when 2 years old.
; and other papers accumulated in the (Cu‘t off at end of each year; destroy
. general administration of the activities 2 years thereafter.)
of the Branch. Filed by subject.
(1951-1955)
307 TRAVEL CASE FILES
Consists of case files pertaining
to the travel of employees. These files
are accumulated by the Branch in the
process of assisting personnel performing
official travel. Files include travel
’ orders, shipping data, record of transpon-
tation furnished, foreign duty data,
clearances, etc. Filed alphabetically
by surname.,
(Current)
‘ a. Active cases. Contains PCS and TDY 6.3 Tewporary. Upon completion of each
cases being actively processed. case forward PCS cases to Transactions :
and Records Branch for screening and
filing in Official Personnel Folder.
Place TDY cases in TDY file.
b. Pending cases. Contains PCS and TDY 3.0 Tewporary. Place in file with active
. cases on which the Branch has been cases when processing begins.
: alerted but on which actual process-
ing has not begun.
H c. TDY cases. Contains TDY cases which k.5 Temporary. Place in file with active
have been processed for travel and cases when processing begins.
are now being held pending return .
processin; . \ %%E]i
Approve For Release 2005/11/21 : CIA-R] 87A000100250001-5
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. 308 PROCESSING CONTROL CARD FILES

Consists of card files maintained for
control and follow-up purposes during the
various stages of processing.

)

»

a. Form 1&?'{, Central Processing Control .8 Temporary. Place in ewployee's folder
(5"x8"). Filed alphabetically by in the Travel Case File (item 307)
surname, upon completion of case.
b. Form 380, Travel Processing Follow- .2 Temporary. Destroy upon completion of
up Record (3x5). Arranged by status case.
of processing and thereunder alphabe-
. tically by surnawe.
c. Form 157 » Control and Travel Record, 5 Temporary. Place in employee's folder
(8x105). Filed alphabetically in the Travel Case File (item 307) upon
by surname. completion of case.
d. Form 230, Travel Order Documentation 2.6 Tewporary. Destroy 6 months after
. Control (3"x5"). Filed alphabetically true separation.
: by surname.
. 309 ASSIGNMENT BOOK
Consists of a loose-leaf binder contain- .2 Temporary. Destroy when all cases on
ing the names of ewployees being processgd a page are completed.

and the name of the Branch employee
assigned each case. In addition to serving
as a reference on who handled each case
\‘ it inecludes information such as date
employee checked out, type of duty, and
when dependents are to follow. Filed
alphabetically. by surname.

(1955)

Approved For Release 2005/11/21 : CIA-*&SR&7AOOO100250001-5
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FILES IDENTIFICATION

313

31k

315

316

 VOLUME
Approved For Release 2005/11/21 : CIA-

SPACE RESERVATION FILE

Consists of Form 93.132, Memorandum

Securing Space for Sale to Passengers
(4"x6" railroad form), prepared as a
record of reservations made for each
individual. Filed alphabetically by

surname.
(1955)

TRANSPORTATION REQUEST FILE

Consists of SF-1169, United States of
America Transportation Request, main-
tained as a record of transportation
requests used. Filed alphabetically by
name of traveler.

(1954-1955)

TRANSPORTATION FURNISHED FILE

Consists of extra copies of Form 260,
Record of Transportation Furnished,
containing information on type of
transportation furnished, departure dat&,
cost, ticket number, etc. This file is
waintained only for convenience of
reference. Filed chronologically.

(1955)
CHECK OUT REGISTER

Consists of a book containing information
on all employees who have departed for

overseas assignments. Include§ informa-
tion on type of duty, grade, destination,
and sponsoring Division or Office. PFiled
chronologically.

(1955)

—

™~ ~

.1

.1

.1

DiSPOSITION INSTRUCT IONS

7A000100250001-5

Temporary. Destroy when 3 months old.

Tewmporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Sk
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317 TRAVEL ORDER SIGNATURE FILE
Consists of 3"x5" cards containing .2 Temporary. Destroy when superseded or
signatures of Agency officials authorized obsolete.
to sign official travel orders. Used as
a check against signatures appearing on
travel orders. Filed alphabetically by
surname.
318 CREDENTIAL FILES
Consists of passports
turned in by employee on 2
of travel and maintained by the Branch
for possible re-use.
a. Passport File. Filed numerically 8.3
by passport number.
b. | | Filed alphabetically 1.0
by surname.
319 CREDENTIAL REQUEST FILES
Consiste of requests for passports and
a. Passport Request File. Filed by .3 Temporary. Destroy when 1 year old.
source of request and chronologically (Cut off at end of each year; destroy
thereunder. 1 year thereafter.
(1953-1955)
b. | Request File. Filed .2 Temporary. Destroy when 1 year old.
oIogically. (Cut off at end of each year; destroy
(1953-1955) 1 year thereafter.)
4 ol
sFBHEf
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) 320 CREDENTTAL DISPOSAL FILES
R Consists of lists of Agency badges,
1. passports, ﬁl returned to
the originators Tor disposition.
a. Agency Badge Disposal File. .1 Temporary. Destroy when 1 year
Contains lists of badges returned tg old. (Cut off at end of each year;
the Security Office for disposition destroy 1 year thereafter.)
Filed chronologically.
(1955)
‘ . b. .3 Temporary. Destroy when 1 year old.

(cut off at end of each year; destroy
1 year thereafter.) '

1
Ce. .1 Temporary. Destroy when 1 year old.
. : (Cut off at end of each year; destroy
’ 1 year thereafter.)
321 CABLE FILE
Consists of extra copies of outgoing .3 Temporary. Destroy when 1 year old.
cables originated by the Branch and (Cut off at end of each year; destroy
maintained for convenience of reference| 1l year thereafter._)_
. Filed chronologically.
(1955)
323 LIBRARY MATERTAL
Consists of bound library. pooks, 4.8 Temporary. Return to Library when
. distionaries, guides, manuals, etc., no longer needed for reference
- maintained for reference purposes. purposes.

Y ”
i
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4

REFERENCE PUBLICATIONS FILE

Consists of published material such as 11.5 Temporary. Destroy when no longer
regulations, notices, airline guides, needed for reference purposes.
hotel guides, and travel processing
instructions.
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ap ' w RE . CONCURRENCE
OFFICE, DIVISION, BRANCH S1GNATURE
Personnel, Records and Services Division, Statistical Reporting [7: DATE
. Branch
: 10 VOLUME y
INT(;E M (TITLE, DESCRIPT;(IJII‘;,E SARIR?UEVP‘(‘;HENIIQ,AT{NDNINCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS
324 BRANCH SUBJECT FILE
Consists of correspondence, reports, and 1.3 Temporary. Destroy 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
. administration of the activities of the 2 years thereafter.)
" Branch. PFiled by subject.
(1952-1955)
325 CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing .6 Temporary. Destroy when 1 year old.
correspondence maintained for conven- (Cut off at end of each year; destroy
ience of reference. Filed chronologicallly. 1 year thereafter.)
(1953-1955)
’ 326 PERSONNEL REPORTS FILE
Consists of periodic and special reports
required on the various phases of personnel
aduinistration. Filed by type of report
. and chronologically thereunder.
a. Annual Personnel Statistical Review. 5 Permanent. Disposal not authorized.
(1952-1954) (Maintain a 5 year level; thereafter
transfer oldest year to the Records
Center after filing current year.)
b. Monthly Personnel Statistical 2.6 Permanent. Disposal not authorized.
: Review. (Maintain a 5 year level; thereafter
(1953-1955) transfer oldest year to the Records
Center after filing current year.)
e
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FLLES IDENTLFICATION

CONTD

¢c. Quarterly Consultant Report.
Contains names and amount and rate
of pay of all consultants utilized

d. "Eyes Only" Strength Report.
Contains statistical information
substantially duplicated in the
Monthly Personnel Statistical

(1952-1955)

e. All other reportis.
1952-1955)

MACHINE LISTINGS (STATISTICAL TABULATIONS)

Consists of listings containing
statistical information on personnel
activities which were prepared from
machine record cards. Used primarily
in the preparation of summary reports.
Filed by type of report.

(1953-1955)

ITEM NO.|
RPPToVv
326 PERSONNEL REPORTS FILE
by the Agency.
Review.
327
328 MACHINE LISTINGS (ROSTERS)

Consists of listings containing rosters
of positions and personnel which were
prepared from machine record cards.

(1953-1955)
a. Position Control Register

Approved For Release 2005/41/21 - CIA,

DISPOSITION INSTRUCT IONS

-9(487A000100250001-5

.2

9.2

3.9

3.4

Mm%

ECRE]

DR78.004

Permanent. Disposal not authorized.
(Cut off every other year; transfer
to the Records Center 2 years there-
after.)

Temporary. Disposal not authorized.
(Retain in current files area
1ndefinitely.)

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Temporary. Destroy when 3 years old.
(Cut off at end of each year; transfer
to the Records Center 1 year there-
after.)
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328 MACHINE LISTINGS (ROSTERS) CONTD

: (1) Monthly registers. These are Permanent. Disposal not authorized.

s ) the listings prepared for the (Cut off at end of each year; trans-
months of March, June, Septem- fer to the Records Center 1 year there-
ber, and December. after.)

(2} A1l others. Tewporary. Destroy previous register
upon receipt of current register.
Except as indicated above.)
. b. Combined Alphabetical Listing 1.2
(1) @uarterly listings. These Permanent. Disposal not authorized.
are the listings prepared for (Cut off at end of each year; transfer
the wonths of March, June, to the Records Center 1 year thereafter.)

September, and Decewber.

(2) All others. Temporary. Destroy previous listing
- . upon receipt of current listing.
(Except as indicated above.)

Name Change Roster

(1) Annual listing. These are Permanent. Disposal not authorized.
complete coupilations of the (Cut off at end of each year; transfer
monthly rosters. to the Records Center 1 year thereafter.)

(2) Monthly Nawe Change Rosters Temporary. Destroy upon receipt of

. annual roster covering the changes

contained in the wonthly rosters

All other rosters Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy

2 years thereafter.

Approved For Release 2005/11/21 : Q|A-Enaz&m_4“ 7A000100250001-5
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Y 329 WORK PAPERS
Consists of work sheets created in the 13.5 Temporary. Destroy upon preparation
course of compiling statistics and pre- of related reports.
A paring reports. The information con-

tained in these work papers is reflected '
in the final reports.

(1953-1955)
330 STAFF AGENT CARD FILE [
Consists of machine record cards con- .3 Tewporary. Destroy upon preparation
. taining coded information concerning of a new card or upon separation of .
the position, grade, EOD, 80B, assign- staff agent. !

went, etc. of staff agents. Used for
preparing rosters and statistical
tabulations on staff agents.

(Current)
"’ 331 CODING SHEET FILE
Consists of an unnumbered form, contain- T ' Temporary. Destroy upon preparation
L ing coded information, created to and verification of the related machine
¥ facilitate the preparation of the machine record card.

record card described above.

(1954-1955)

332 T/0 CHANGE AUTHORIZATION FILE
. Consists of Form 261, T/0 Change Authori- 1.5 Temporary. Destroy when 1 year old.
zation, and related correspondence. Used (Cut off at end of each year; destroy
in maintaining the Position Control 1 year thereafter.}

Register current. Arranged organizationaflly.
(1953-1955)

.
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333

33k

335

336

Approved For Release 2005/11/21 : CIA-H

APPLICANT PROCESSING CANCELLATION FILE

Consists of Form 37-129, Cancellation
of Applicant Processing, used by the
Branch in cowpiling information for a
monthly applicant cancellation report.
Filed alphabetically by applicant's

name .
(1954-1955)

GRAPHIC CHART FILE

Consists of large statistical charts
prepared for use in briefings and train-
ing courses. Includes charts on civilia
and wilitary combined strength, staff
personnel gains and losses, promotion
rate, and departmental and field on
duty strength.

COURIER RECEIPT FILE

Consists of the Branch copy of Form
35-16, Courier's Classified Mail
Receipt, which was signed by the courier
at the time the material was picked up
for delivery to addressee. Filed
chronologically.

(1955)

LIBRARY MATERIAL
Consists of bound library books,

dictionaries, guides, manuals, etc.,
maintained for reference purposes.

§

e

VOLUME
Rl 7A000100250001-5

.2

2.0

.1

1.4

ECHET

Approved For Release 2005/11/21 : CIA-
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Temporary. Destroy upon preparation
of the monthly report.

Temporary.
or obsolete.

Destroy when superseded

Temporary .

Destroy when 1 year old.

Tewporary. Return to Library when no
longer needed for reference purposes.
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: 337 REFERENCE PUBLICATIONS FILE
Consists of published waterial such 1.3 Temporary. Destroy when no longer
s as regulations, notices, handbooks, etc.), needed for reference purposes.

maintained for reference purposes.
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SCHEDULE NO.

REABRPSVEANTBORISHED H0D5/11/21 :CIA-RESEBHE 7A000100250001.5  40-56

CONCURRENCE
3 OFFICE, DIVISION, BRANCH S1GNATURE
Personnel, Records and Services Division, Transactions and Record§ ;; DATE
. Branch
|J0E.M (TITLE, psscmpr;c;}?.i SARL‘ZS%BEA?.“E}V%”:NCLUSM DATES) (c\ég'ngFET.) DISPOSITION INSTRUCTIONS
338 BRANCH SUBJECT FILE
Consists of correspondence, reports, and 1.6 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
. administration of the adtivities of the 2 years thereafter.)
Branch. PFiled alphabetically by subject.
. ' (1952-1955)
339 OFFICIAL PERSONNEL FOLDER FILE
Consists of official personnel folders 970.9 Temporary. Dispose of in the following
containing papers which completely doc- manner:
ument the service of an ewployee. Each 1. Upon true separation for reasons
folder consists of two sections: A sec- other than transfer to other Federal
tion comprising permanent documents filed Agencies - -
on the right side of the folder, and a
A section comprising temporary records, a. Screen and destroy duplicate
filed on the left side of the folder. documents on left side of
Filed alphabetically by name. folder.
(Current) b. File folders alphabetically by
name in an inactive file.
c. Cut off inactive file at end of
) each year and transfer to the
.’ Records Center 3 years there-
after.

d. Destroy, at the Records Center,
75 years after birth of emwployee
or 60 years after date of earliest
document in the folder if date of
birth cannot be ascertained, pro-
vided employee has been separated
or retired for at least 5 years;
or destroy 5 years after death of

. employee whichever is sooner.

T ,_"f‘
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Approved For Release 2005/11/21 : CIA-R[;

OFFICIAL PERSONNEL FOLDER FILE CONTD

Consists of official folder containing
papers which document the affiliation
of individuals witW*Agency as overt con-
File includes correspondence
and related form records pertaining to
the justification for consultant,
contract and contract agreements, securif
clearance, and consultants status.
Filed alphabetically by name.
Current)

¥y
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{TEM NO.
339
340 CONSULTANTS FOLDER FILE
sultants.
FORM NO.
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2. Upon true separation when ewployee
transfers to another Federal Agency --

a. Screen and destroy duplicate
documents on left side of
folder. ’

b. File folder in a temporary
file, in alphabetical order,
pending receipt of a request for
the folder from the gaining
Ageney.

c. Upon receipt of request for the
folder, screen folder and remove
classified and sensitive
documents in accordance with
R 20-800, and file this material
alphabetically in the inactive
file of true separations.

3. Upon separation to Staff Agent
Status - -

a. File folder alphabetically in
inactive file of separated
employees.

b. Upon receipt of notification of
termination of Staff Agent
status, return folder to active
file or handle as true separa-
tion as appropriate.

Temporary. Upon termination of consul-
tants services, place folder in inactive
file with folders of ewployees who were
true separations for reasons other than
transfer to other Federal Agencies, and
then dispose of as prescribed in item
339, disposition instruction lc and 4.

S 1‘
%oom 00250001-5

{41)
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DISPOSITION INSTRUCTIONS

341

Approved For Release 2005/11/21 : CIA-
W.A.E, FOLDER FILE

Congists of official folders containing
papers which document the part-time
Agency employment of indlviduals paid lL
on a "when actually employed" basis. Filed
alphabetically by name.
(Current)

NATIVE EMPLOYEE FOLDER FILE

Consists of official folders containing
papers which document the ewployment of
native personnel by 00/FBID. Folder
includes application for employment,
employment agreement, anti-strike
affidavit, and personnel actions. Filed
by Bureau and alphabetically by name
thereunder.

{Current)

APPLICANT FOLDER FILE

Consists of case files on individuals
who have applied for employment with the
Agency. Folders include application for
employment, report of interview, personal
history statement, and request for securi
clearance. Documents from these folders
become a part of the Official Personnel
Folder upon entrance on duty of individua
Fpled alphabetically by name.
(Current)

Approved For Release 2008/14/24..CIA D&G S

87A000100250001-5

Temporary. Upon final termination of
individual's employment, place folder
in inactive file with folders of
employees who were true separations for
reasons other than transfer to other
Federal Agencies, and then dispose of
as prescribed in item 339, disposition
instruction lc and d.

Temporary. Upon termination of
individuals employment, place folder in
inactive file with folders of employees
who were true separations for reasons
other than transfer to other Federal
Agencies, and then dispose of as pre-
scribed in item 339, disposition
instruction lc and 4.

Temporary. Screen annually and destroy
those indicating a period 6f.2 years
since date of last interest, except
those whose qualifications have been
coded or those with a suspense notation
for retention due to security, wedical,
or congressional interest factors, which
will be destroyed 5 years after date of
last contact unless otherwise noted.

)
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ITEM NO. FILES IDENTIFICATION
Approved For Re

: 34k SERVICE RECORD CARD FILE

Consists of copies of SF-7, Service

. Record Card, maintained on each Staff

. : employee, staff agent, and overt consul-
tant. The file provides a current pictuy]
of each Organizational segmwent and shows
such information as location of employees
vacancies pending actions; and names of
incumbents of positions. The file also
provides a summarized record of the

]

e

employees' service.

. a. Service Record Cards on staff 21.4 Temporary. Disposal not authorized at
employees and staff agents. Filed this time. (Place in inactive file upon
organizationally. separation of employees and retain in

(Current) current files area.
b. Service Record Cards on overt consul- .1 Temporary. Disposal not authorized at
tants. Filed alphabetically by name. this time. (Upon termination of con-
(Current) : sultants' services place card in inactive
file described above.)

¢ 345 POSITION IDENTIFICATION STRIPS

Consists of copies of SF-7d, Position : Temporary. Destroy when position is
Identification Strip, used with SF-7, canceled or new strip is prepared.

Service Record Card, to provide summary
data on each position occupied. Filed

. organizationally.
(Current)

BEL
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346 APPLICANT CONTROL FILE

Consists of a 3"x5" card (not a form)
for each applicant folder maintained and 5”%/
= on wvhich the location of the folder
: is noted when charged out; a copy of For '
37, Record of Destroyed Applicant File,

for each applicant folder that has been

destroyed; and a copy of Form 87, Field

Reject Card, for each applicant rejected
and for which a folder was not prepared. !
Filed alphabetically by name.

. a. 3"x5" applicant folder card. Tewporary. Destroy upon EOD or .

destruction of applicant folder !
and preparation of Form 37, Record ‘
of Destroyed Applicant File.

b. Form 37, Record of Destroyed . Temporary. Disposal not authorized.
Applicant File. (Cut off file at end of each year;
transfer to Records Center 2 years
- thereafter.
c. Form 87, Field reject Card. Temporary. Disposal not authorized.

(Ccut off file at end of each year;
transfer to Records Center 2 years

thereafter.)
347 APPLICANT TICKLER FILE
. Consists of 3"x5" cards prepared on .1 Temporary. Destroy after folder has
selected applicants and used as a follow been forwarded to appropriate office.

up. The cards are prepared in response
to requests from offices which desire
to have an applicant's folder forwarded
at a specified future date. Filed
chronologically by date of follow-up.

. (Current)

Approved For Release 2005/11/91 - ClIA-RDP78.004
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348

349

350

STATUS OF PROCESSING FILE

PROCESSING TICKLER FILE

APPLICANT INQUIRRYFILE

Approved For Release 2005/11/21 : CIA-R

Consists of Form 835, Appointment
Processing Record.(5"x8"), containing
information on applicants, such as date
of security initiation, date interim
letters were sent, physical location of
folder, etc. Card is used as a reference
to the processing status of each appli-
cant and as a locator on the folder.
Filed alphabetically by name.

(Current)

Consists of Form 835a, Appointment Tab

Control, used as a tickler for Forw

835, Appointment Processing Record, and

to schedule interim correspondence sent

to applicants during processing. Filed

chronologically by date of follow-up.
(Current)

Consists of 3"x5" cards on applicants
in process containing name of applicant
and office for which he is being pro-
cessed. The cards are used as a guide
in answering inquires coming from out-
side the Agency; the color the card
indicating the amount of information
which can be divulged. Filed alphabe-
tically by name.

(Current)

I£7A000100250001-5

2.1

Tewporary. Destroy 3 months after
completion of processing. (Place

in inactive file upon completion of
processing; destroy 3 months thereafter.

Temporary. Destroy upon completion of
processing.
Temporary. Destroy upon applicants

entrance on duty and preparation of
Employee Locator Card.

) -~ é;f
3
Approy : = -004374000100250001.5
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Approved For Release 2005/11/21 : CIA-R 7A000100250001-5
351 EMPLOYEE LOCATOR FILE
Consists of cards maintained on employeejs 5.6 mporary. Disposal not authorized,
of the Agency containing name, grade, etain in current files area indefinitely
. position title, office to which assigned|,

ete. Cards are used as guides in answer|-
ing inquires on credit references, salaryy,
etc. The color of the card indicates
the amount of information which can be
divulged. TFiled alphabetically by nawe.

. 352 EMPLOYEE INQUIRY AND ACTION FILE
Consists of Form 81, Record of Inquiry 1.5 Temporary. Destroy 1 year after last
and Action Taken, containing a record of inquiry. (Screen annually and destroy
information on employees furnished in cards on employees on which there has
response to inquires directed to the been no action in the past year.)

Agency. Used to deterwine what informa-

tion has been furnished previously. Filkd

alphabetically by name.
(1954-1955)

353 PERSONNEL ACTION FILE

Consists of 3 files of extra copies of
SF-50, Notification of Personnel Action.
The record copy of the form is filed in
the appropriate Official Personnel

‘ Folder. )
a. Civil Service-Commission's Copy .5 Temporary. Destroy present accumuja-
(copy #3). Filed chronologically. tions immediately and discontinue
1955) future maintenance of this file,
b. Chronological Journal File Copy 1.5 Tewporary. Destroy present accumula-
(copy #5). Filed by type of action. tions immediately and discontinue
; (1955 future maintenance of this file.
¢. Machine Record Copy (no copy number)} 35.5 Temporary. Destroy when 2 years old.
. Used for coding information for machfine (Cut off at end of each year; destroy
v record cards. .Filed by type of funfis 2 years thereafter.)
and alphabetically by name thereundey. ’
(1951-1955) or

" .
Annrnvammasazmsmm;mdm&%h 17A000100250001-5
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354

355

356

Approved For Release 2005/11/21 : CIA-

PERSONNEZL ACTION TRANSMITTAL FILE

Consists of lists used to transmit

copies of SF-50, Notification of Personnefl

Action, to the Office of the Comptroller.
The file is in two parts; one consisting
of retained copies of the transwittals

and the other containing the return signefl

copies.

(1952-1955)

LEAVE WITHOUT PAY FILE

Consists of 3"x5" cardé covering personnefl

on leave without pay. Cards contain
name of individual, date leave without
pay began, and date of expected return
to duty. These cards are used to confirm
date of return with the individual and
as a basis for preparation of Form 377,
Request for Security Clearance. Filed
chronologically by date of expected
return.

(Current)

POSITION INVENTORY SUBJECT FILE

Consists of correspondence, reports, and
other papers accumulated in the general

administration of the Position Inventory
Section. Filed alphabetically by subject]

(1954-1955)

2.6

1.k

8

7A000100250001-5

Temporary. Destroy when 6 months old.
Tewporary. Destroy upon return to duty.
Tewporary. Destroy when 2 years old.

(Cut off at end of each year; destroy
2 years thereafter.)

Approved For Release 2005/11/21 QIA-énsm_ ﬂt7A000100250001-5
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357 COURIER RECEIPT FILE

. Consists of the office copy of Form .1 Temporary. Destroy when 1 year old.
' 35-16, Courier's Classified Mail Receipt
which was signed by the courier at the
time the material was picked up for
delivery to addressee. TFiled chronologi

cally.
(1955)
. 358 CLASSIFIED MAIL LOG
Record of the receipt and dispatch of R Temporary. Destroy when 1 year old.

all classified material and selected
unclassified reports and correspondence.
Separate logs are maintained for incoming
and outgoing waterial, outgoing log
carries courier receipt no. PFile main-
tained primarily for security reasons.
Filed chronologically.

(1953-1955)
359 REFERENCE PUBLICATIONS FILE
Consists of published material such as 6.5 Temporary. Destroy when no longer
regulations, notices, handbooks, circulans, needed for reference purposes.
. etc., maintained for reference purposes.

frafin g
Approved For Release 2005/11/21 : CIA-H &73—%£‘$7A000100250001-5
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OFFICE, DIVISION, BRANCH

KL ST =
nnel, Position Fvaluation Division, Office of the Chief Vi

FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)

DIVISION SUBJECT FILE

Consists of correspondence, reports, staff 3.8 Temporary. Destroy when 3 years old.
studies, and other papers pertaining to the (Cut off at end of each year; transfer
operation and administration of an Agency to the Records Center 1 year thereafter
program of position evaluation, wage ad- except papers perbaining to policies and
ministration, and the development of posi- procedures which will be retained in
tion standards. Filed alphabetically by current files area indefinitely.)

subject.
(1948-1955)

ACTIVITY REPORTS FILE

Consists of weekly activity reports cover-
ing the activities of the individual Posi-
tion Evaluation Officers, Branch activities,
and surmary reports covering the activi-
ties of the Division. The reports include
statistics on the number of position audits,
number of position descriptions allocated,
number of table of organization changes
authorized, supergrade positions prepared
for review, etec. Filed chronologically.

a. Position Evaluation Officers! Reports. Temporary. Destroy when 1 year old.
(1952-1955} (Cut off at end of each year; destroy
1 year thereafter.)

b. Branch Reports. Temporary. Destroy when 1 year old.

(1953-1955) (Cut off at end of each year; destroy
1 year thereafter.)

A L= n ARA-ARE
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ITEM NO.

362

363

36l

¢. DNivision Reporis.

(1949-1955)

SEMI-ANNUAL PROGRESS REPORTS FILE

Consists of narrative type reports prepared |
for the Director of Personnel. The reports
contain summarized information taken from
statistical reports and weekly reports and
outline progress, program plans, and
objectives. Filed chronologically.

(1952-1955)

POSITION UPGRADING REPORT FILE

Consists of a narrative report prepared
monthly which contains information on
Agency positions that were upgraded during
the month. These reports are prepared for
the Director of Personnel and the informa~
tion includes justification for changes,
number of changes effected, and effective
date of changes. Report covers both head-
quarters and field positions. Filed
chronologically.

1955)

STATUS REPORTS FILE

Consists of weekly reports on the status
of T/0 change requests. The reports are
prepared by the Division Chief's secretary
for the information of the Division and

FORM NO. '398 :::1:25:.'0“3

1 JAN 56

DISPOSITION INSTRUCT IONS

}87A000100250001-5

Wb Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

:2 Temporary. Destroy when 2 years old.

ol Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

.1 Temporary. Destroy when 1 month old.

-
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Approved For Release 2005/T1727T = QY] “7:8%{)0 87A000100250001-5

Branch Chiefs. Information includes the

control number, status, and action taken

on requests and requests pending approval
) memoranda from the Management Staff.

. Filed chronologically.

(1955)

2

365 CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing L Temporary. Destroy when 1 year old.
' correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically. 1 year thereafter.)

(1951-1955)

366 TABLE OF ORGANIZATION FILES

Consists of the official record copies of
the Agency table of orgenization; signed
copies of Form 261, T/0 Change Authoriza-
tion; and concurrences, justifications,
and comments pertaining to the changes.
These files are used by the Division in
coordinating all actions affecting the T/0
and in maintaining a current Agency T/0

. as required by Regulation.

a. Official record copies of the table of 5.0 Permanent. Disposal not authorized.
organization containing rosters of (Cut off file at end of each year;
approved Agency positions. Filed transfer to Records Center QL years
organizationally. : thereafter.)

(1948-1955)

Approved For Release 2005/11/21 : S!E_€! 00487A000100250001-5
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FILES IDENTIFICATION

ITEM NO.J
ing to the changes.
number thereunder.
367 T/0 CHANGE LOG
received by the Division.
logically.
368 GRADE UTILZZATION TABULATION FILE
369 OCCUPATION SERIES FILE

DiSPOSITION INSTRUCT!IONS

Approved For Release 2005/11/21 : CIA-RDP78-604

b. Signed copies of Form 26L, T/0 Change
Luthorization, and concurrences,
Jjustifications, and comments pertain-

Filed by project

or organizationally and by position

(1950-1955)

Consists of a loose-leaf binder contain-
ing a record of the receipt and dispatch
of Form 261, T/0 Change Authorization,

Filed chrono=-

(195k-1955)

Consists of a machine listing containing
information on Agency grade utilization
and the number of incumbents in each grade.
Listing is used in developing position
standards, for comparison of grade struc-
ture in this Agency with that of other
Agencies, and for the preparation of
statistics on grade average by position.

(1955)

Consists of a machine listing of occupa-
tional categories of Agency positions.
Information contained on listing reflects

9.7

.1

Ol

.1

87A000100250001-5

Permanent. Disposal not authorized.
(Place in a file of completed cases
upon final authorization; cut off
completed case file at end of each
year and transfer to the Records Center
A yearsthereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy 1
year thereafter.)

Temporary. Destrioy upon receipt of
revised listing.

Temporary. Destroy upon receipt of
revised listing.

Approved For Release 2005/11/21 : MDRZS-h0487A000100250001-5
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standard Agency titles, code numbers, -1 Temporary. Destroy upon receipt of
and grade range. Listing is used as a revised listing.

working media in comparing Agency titles
and codes with those of the Civil Service
Commission for possible Agency cenformance,

(1955)

370 / SUPER~-GRADE CORRESPONDENCE FILE

Consists of correspondence, reports, 6 Permanent. Disposal not authorizgd.
. agenda of meetings, listings of super- (Cut off at end of each year; retire to
grade positions, and related papers Records Center 5 years thereafter.)

pertaining to the activities of the Super-
Grade Review Board. Files contain infor-
mation on super-grade allocations, Board
recommendations on review cases, super-
grade structure in other agencies, etc.,
and are used in furnishing information to
the Area Deputy Directors and the Director
of Personnel on the utilization and status
of each position. Filed alphabetically
by subject.

(1951-1955)
371 PERSONNEL BRIEFING FILE
. Consists of loose-leaf binders containing A Temporary. Destroy when no longer needed
reference material used to brief new for reference purposes.

Division personnel and in some instances

overseas returnees. Briefing material

includes Official Terms and Definitions,

Cccupational Handbook of Classification

v Titles and Codes, Departmental Civilian

‘ Personnel Procedures Manual, etc.
(Current)

BET
Approved For Release 2005/11/21 : §E-~é&%goqﬂmooommmnm-5
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372 EMPLOYEE RECORD CARD FILE

© Consists of two files, one containing an
OFlLb, Employee Record Card for each Divi-
sion employee, and one containing 3" x
5% cards maintained on Agency employees
in super-grade positions. Both OFLb and
the 3" x 5" cards are used as a basis for
initiating personnel actions; recording
personnel actions, training, and quali-
fications; and noting other information
needed in the management of Division and
super-grade personnel.

a. OFLb Employee Record Card. Filed Temporary. Destroy upon separation of
organizationally and alphabetically employee, or forward to gaining component
by name thereunder. upon transfer of employee within Agency.

(Current)

3% x 5" cards maintained on Agency Temporary. Destroy upon separation of
employees in super-grade positions. employee.
Filed organizationally and by posi-
tion thereunder.

(Current)

PERSONNEL ACTION FILE

Consists of retained copies of SF52 . Temporary. Destroy when 1 year old.
Notification of Personnel Action, Form (Cut off at end of each year; destroy
275, Personnel Qualification Question-~ . 1 year thereafter.
naire, character recommendations, etc.,
maintained for reference purposes in
administering personnel of the Division,
Filed chronologically.

-(1955)

oM
Approved For Release 2005/11/21 : SM RBEIOOAIS7A000100250001-5
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i

37L TIME AND ATTENDANCE FILE
. Consists of an unnumbered form maintained .1 Temporary. Destroy when 1 year old.
. . on Division employees as a record of (Cut off at end of each year; destroy
their sick leave, annual leave, overtime 1 year thereafter.)

worked, etc. Filed chronologically.

(1954-1955)

375 REFERENCE PUBLICATIONS FILE
. Consists of published material such as 5.4 Temporary. Destroy when no longer needed
regulations, notices, handbooks, circu- for reference purposes.

lars, public laws, etc., maintained for
reference purposes.

376 LIBRARY MATERTAL
Consists of bound library books, dic- L.o Temporary. Return to Library when no
tionaries, guides, manuals, etc., longer needed for reference purposes.

maintained for reference purposes.

N i
Approved For Release 2005/11/21 : CIATRDP ro]; 7A000100250001-5
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CONCURRENCE
% OFFICE, DIVISION, BRANCH S I1GNATURE
Personnel, Position Evaluation Division, Overt Branch TITLE DATE
|J§.M (TITLE, msscmrr’;cl;k,E SARIR%EEEA;T;,AEIIV%NINCLUSIVE DATES) (c\églfchM;T. ) DISPOSITION (NSTRUCTIONS
377 | BRANCH SUBJECT FILE
Consists of Correspondence, reports, and 1,0 Temporary. Destroy when 2 years old, (Cut
other papers accumulated in the general ad- off at end of each year; destroy 2 years
. : ministration of the activities of the Branch, thereafter except current policies and pro-
Filed alphabetically by subject. cedures which will be retained and placed in
(1952-1955) current file,)
378 | ACTIVITY REPORTS FILE
Consists of bi-weekly reports covering the o2 Temporary. Destroy when 1 year old. (Cut
activities of the Branch, File also cone off at end of each year; destroy 1 year
tains copies of reports prepared by indi- thereafter,)
vidual Position Evaluation Officers which
are summarized in the Branch reports, and
includes information on position audits,
number of Form 261's processed, number of
position descriptions allocated, status of
position standard projects, etc, Filed
chronologically,.
o (1955)
379 | CONVENIENCE FILE (Reading)
Consists of extra copies of outgoing corres- ol Temporary, Destroy when 1 year old. (Cut
pondence maintained for convenience of off at end of each year; destroy 1 year
reference, Filed chronologically,. ) thereafter.)
(1955)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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380 | TABLE OF ORGANIZATION FILES

Consists of extra copies of the Agency T/0 1.2 Temporary.
used by the Position Evaluation Officers as revised T/0.
. working copies. The T/O's are used for refar
erence to official position titles, position
numbers, unit strength, etc, Authorized
changes to the T/0 are noted on these copies
for use in verifying the revised T/0, Main-
tained organizationally by the Position
Evaluation Officer concerned,

Destroy upon verification of

381 | T/0 CHANGE LOG
Destroy when 1 year old, (Cut

Consists of Form 192, Daily Log of Per- ol Temporary,
sonnel Actions, used to record the receipt off at end of each year; destroy 1 year
and dispatch of Form 261, T/0 Change thereafter,)
Authorization, by the Branch, Filed
. chronologically,
(1953-1955)

382 | POSITION DESCRIPTION FILES

Consists of SF75 and Form 387, Position
Description, with related correspondence
and reports, The files contain the record
. ‘ copy of the description and other infor-
mation on each overt position in the Agency.

a, Current Files, Consists of the current 15.h Temporary, When position description be-
position descriptions and related papers comes obsolete place in Obsolete File and
maintained by each Pogition Evaluation destroy related papers.

Officer for his area of responsibility,
Filed organizationally and by position
number thereunder,

(1950-1955)

Approved For Release 2005/11/21 : CIA-RDP78-004{87A000100250001-5
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/

NSC POSITION DESCRIPTION FILE

POSITION NUMBER REGISTER

Approved For Release 2005/T172T~ CIA-H

Obsolete File, Consists of the obsolete
position descriptions removed from the
above file, Filed organizationally and
by position number thereunder,

(1949-195L)

b,

Consists of SF75 Position Description, with
related correspondence and reports, The
file contains the record copy of the de-
seription and other information on each posid
tion in the National Security Counecil.
a., Current File, Consists of the current
position descriptions and related
papers. Filed organizationally and by
position number thereunder,

(1950-1955)

Obsolete File. Consists of the obsolete
position descriptions removed from the
above file, Filed organizationally and
by position number thereunder,

(1950-1955)

Consists of Form 37-69, T/0 Position Number
Register, and S"X8" cards containing infor-
mation which identifies the position number,
organizational location, and classification

of each position on the Agency T/0. Files
are maintained to facilitate reference to
Agency positions.

Anprav

DP/73-00.

1.k

FORM NO. '393 :::Y::::fnus

1 JAN 56

78-00

AUUUTUUZOU0UT-0

Temporary, Disposal not authorized, (Cut
off at end of each year and transfer to the
Records Center 1 year thereafter.)

Temporary, When position description becomes
obgolete place in Obsolete File and destroy
related papers,

Temporary. Disposal not authorized, (Cut
off at -end of each year and transfer to the
Records Center 1 year thereafter,)

87A000100250001-5
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ITEM NO.| FILES IDENTIFICAT{ON VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 20057117271 CTA-RDP78-00487A000100250001-5
; a, Form 37-69, T/O Position Number ol Temporary, Disposal not authorized., Retain
! Register, presently being converted to in current files area indefinitely.

oUX8" cards. Filed organizationally and
by position number thereunder,

b. 5"XB" Card register. Filed organi- 1.0 Temporary. Disposal not authorized. Retain
zationally and by position number there- in current files area indefinitely.
under,

385 POSITION DESCRIPTION TRANSMITTAL

’ Consists of an unnumbered form titled ol Temporary. Destroy when 6 months old,

"Transmittal and Control Sheet" used to
transmit copies of Form 387, Position De-
scription, to the Personnel Assigmment
Division for concurrence, Transmittals are
returned to this Branch and filed for ref-
erence purposes, Filed chronologically by
date of transmittal,

(1955)

386 POSITION EVALUATION SURVEY FILES

Consists of case files containing corres- L.3 Temporary, Destroy when no longer needed for
pondence, survey reports, functional reference purposes,
statements, etc., accumulated by the Posi-
tion Evaluation Officers while conducting
‘ surveys, Information includes analyses of

positions, grade structures, position
titles, statements of duties and responsi-
bilities, etc. Files serve as reference
and as a basis for preparation of Form 387,
Position Description, Filing arrangement
varies with each file.

- (1952-1955)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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387

388

389

Approved For Release 2005/11/21 : CIA-
POSITION EVALUATION OFFICERS' WORKING FILES

Consists primarily of correspondence on
special projects, wage schedules, office
notices, pamphlets, etc,, not contained in
the survey files, Files are maintained by
individual Position Evaluation Officers for
reference, Filing arrangement varies with

each file,
(1952-1955)

WAGE ADMINISTRATION FILE
Consists of coples of wage schedules,
copies of notification of approval of
ts of pay rates forwarded to
and related correspondence,
Information iIncludes locality wage rates
for specific occupations such as trade or
craft, consultants, indigenous labor, etc.
Wage schedules are reviewed and approved by
the Branch for Agency use, Filed by geo-
graphic area,

(1953-1955)

PERSONNEL ACTION LOG

Consists of a loose-leaf binder containing
copies of Form 192, Daily Log of Personnel
Actionsg, used to record the receipt and
dispateh of SFS52, Request for Personnel
Action, charged to the Branch, Filed
chronologically,

(1954-1955)

DP78-004F7A0001 00250001-5

2.4

Temporary. Destroy when no longer needed
for reference purposes,

-h

Temporary, Destroy when superseded or

obsolete,

Temporary. Destroy when 1 year old. (Cut
off at end of each year; destroy 1 year
thereafter.)

7A000100250001-5
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Approved For Release 2005/11/21 : CIA-
390 LIBRARY MATERIAL

Consgists of bound library books, dic-
tionaries, guides, manuals, etc., main-
tained for reference purposes.

REFERENCE PUBLICATIONS FILE
Consists of published material such as CIA
Regulations and Notices, OP Memorandums,

Position Classification Standards, and
similar reference material,

Approved For Release 2005/11/21 ;. CJA-

=N voLUME
DP78-00487A000100250001-5

1.0

13.h4

P78-00487A000100250001-5

Temporary, Return to Library when no longer
needed for reference purposes,

Temporary. Destroy when no longer needed
for reference purposes.

1 JAN 356
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CONCURRENCE
OFFICE, DIVISION, BRANCH SIIGNATURE
TITLE DATE

Personnel, Position Evaluation Divisian Cavert Branch —
ITEM FILES IDENTIFICATION VOLUME ZDISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cUBIC FT.)

392 BRANCH SUBJECT FILE

Consists of correspondence, reports, and .7 Temporary. Destroy when 2 years old.
other papers accumulated in the general (Cut off at end of each year; destroy
. administration of the activities of the 2 years thereafter except current
Branch. Filed alphabetically by subject. policies and procedures which will be
(1952-1955) retained and placed in current file.)

393 ACTIVITY REPORTS FILE

Consists of bi-weekly reports containing .1 Temporary. Destroy when 1 year old.
a summary of the activities of the Branch. (Cut off at end of each year; destroy
The reports include statistics on position 1 year thereafter.)

audits, number of position descriptions
allocated, Form 261's processed, etc.
Filed chronologically.

(1954-1955)

. 39k CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing .5 Temporary. Destroy when 1 year old.
correspondence maintained for convenience (Cut off at end of each year; destroy
of reference. Filed chronologically by 1 year thereafter.)

fiscal year.

(1952-1956)

P78-00487A000100250001-5
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Approved For Release 2005/11727 : C%,“

S

395 TABLE OF ORGANIZATION FILES
Consists of extra copies of the Agency 1.2 Temporary. Destroy upon verification of
. T/0 used by the Position Evaluation revised T/0.

Officers as working copies. The T/0O's
are used for reference to official
position titles, position numbers, unit
strength, ete. Authorized changes to
the T/0 are noted on these copies for
use in verifying the revised T/0. Main-
tained organizationally by the Position

' Tvaluation Officer concerned.
396 T/0 CHANGE FILE
Consists of retained copies of Form 261, 3.7 Temporary. Destroy when 6 months old.

T/0 Change Authorization, and copies of
requests for changes, concurrences, etc.
Files are maintained by the Branch for
reference purposes, the record copies of
Form 261, concurrences, etc., are main-
tained in the Office of the Chief., Files
are arranged organizationally or by
Project as appropriate and chronologically
by date of approval thereunder.
(1950-1955)

‘ 397 POSITION DESCRIPTION FILES

Consists of SF75 and Form 387, Position
Description, with related correspondence
and reports. The files contain the
record copy of the description and other
information on each covert position in
the Agency.

h e
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a. Current Files. Consists of the 12.1 Temporary. When position description
current position description and becomes obsolete place in Obsolete File
related papers maintained by each and destroy related papers.

Position Evaluation Officer for his
area of responsibility. Fileo
organizationally and by position
number thereunder.

(1952-1955)
b. Obsolete File. Consist of the L.o Temporary. Disposal not authorized.
. obsolete position descriptions (Cut off at end of each year; transfer to
removed from the above file. Filed the Records Center 1 year thereafter.)

organizationally and by position
number thereunder.

(1946-1953)

398 POSITION NUMBER REGISTER

Consists of Form 37-69, T/0 Position
Number Register, and 5" x 8" cards
containing information which identifies
the position number, organizational
location, and classification of each
position on the Agency T/0. Files are
maintained to facilitate reference to

‘ Agency positions.
a. Form 37-69, T/0 Position Number oy Temporary. Disposal not authorized.
Register, presently being converted Retein in current files area indefinitely.

to 5" x 8" cards. Filed organiza-
tionally and by position number

thereunder.
’ b. 5" x 8" card register. Filed 5.5 Temporary. Disposal not authorized. ILLEGH
organizationally and by position tain in current files area indefinitely.

number thereunder.

gff Ly
Approved For Release 2005/11/21 : MQRI?IOO4 B7A000100250001-5

FORM NO. USE PREVIOUS
1 JAN 56 ‘39a EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET




ITEM NO. FILES IDENTIFICATION QL Vol owe o DISPOS [TION INSTRUCT |ONS
Approved For Release 2005/11/21 : CIA-RBP78-00487A000100250001-5

s 399 POSITION EVALUATION SURVEY FILES

Consists of case files containing 2. Temporary. Destroy when no longer needed
3 ; correspondence, survey reports, functional for reference purposes.
: staterments, etc., accumulated by the Posi-

tion Evaluation Officers while conducting
surveys. Information includes analyses of
positions, grade structures, position
titles, statements of duties and responsi-
bilities, etc. Files serve as reference
and as a basis for preparation of Form
387, Position Description. Each file is
. arranged organizationally by division.

(1952-1955)

L0oo PERSONNEL ACTION LOG

Consists of a loose-leaf binder containing .l Temporary. Destroy when 1 year old.
copies of Form 192, Daily Log of Personnel (Cut off at end of each year; destroy
Actions, used to record the receipt and 1 year thereafter.)

dispatch of SF52, Request For Personnel
> Action, charged to the Branch. TFiled
chronologically.

(195L-1955)

Lo1 REFERENCE PUBLICATIONS FILE

. Consists of published material such as CIA 4.0 Temporary. Destroy when no longer needed
Reguletions and Notices, OP Memorandums, for reference purposes.

CSC Position Classification Standards, and
similar reference material.

T
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SCHEDULE NO.
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CONCURRENCE
OFFICE, DIVISION. BRANCH SIGNATURE
Personnel, Position Eveluation Division, Standards Branch TITLE DATE
IJOE.M (TITLE, DESCRIPT';Ab.ESARII&IEVTEEETQ,A%%NINCLUSIVE DATES) (C\lllg';gMI"ET. ) DISPOSITION INSTRUCTIONS
Lo2 | BRANCH SUBJECT FILE
Congists of correspondence, reports, and »5 Temporary. Destroy when 2 years old. (Cut
other papers accumulated in the general ad- off at end of each year; destroy 2 years
' ministration of the activities of the Branch, thereafter except current policies and pro-
Filed alphabetically by subject. cedures which will be retained and placed in
(1953-1955) current file,)
403 | ACTIVITY REPORTS FILE
Consists of bi-weekly reports covering the 02 Temporary, Destroy when 1 year old, (Cut
activities of the Branch, Reports contain off at end of each year; destroy 1 year
narrative information on position standard thereafter,)
projects being conducted, reviewed, coor-
dinated; position standards being reviewed
for reclassification; etc. Filed chrono-
logically,
(195L-1955)
. holy | POSITION STANDARDS WORKING FILE
- Consists of copies of correspondence, raports, Le3 Temporary. Destroy when no longer needed for
staff studies, locality pay schedules, and reference purposes,
related papers, Files contain information
pertaining to performance standards, man
power control systems, competitive pay levels,
point rating plans, etc.; used in developing
position standardsy Filed alphabetically by
subject,
(1950-1955)
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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405 | POSITION DESCRIPTION FILE

Consists of extra copies of SF 75 and Form 7.5 Temporary., Destroy when position description

387, Position Description, used by the becomes obsolete.
N . Branch for reference purposes in developing

position standards. Files arranged by occuw
pational code and by grade level thereunder,
(19L46-1955)

hOé OCCUPATIONAL HANDBOOK FILE

‘ Consists of copies of the "Occupational

Handbook of Classification Titles And Codes"
and the reproduction negatives for the hand-
book, This handbook was developed by the
Branch to serve as a working media for the
assigmment of standard titles and codes to
Agency positions, for the occupational coding
of employee qualifications, and as a refer-
ence to position statistics, etc. Record
copies of the handbook are maintained by the
Regulations Control Staff,

8. Occupational Handbook of Classification ST Temporary., Destroy when superseded or ob-
Titles And Codes. Arranged by occupa- solete.
tional code numbers.,
. b. Reproduction negatives for the occupa- N Temporary., Destroy when superseded or ob-
tional handbook, solete,

Lo7 | POSITION AND QUALIFICATION STANDARDS FILE

Congists of copies of Agency Position and
Qualification Standards, These standards
were developed by the Branch and serve as
working guides for the determination of

s title, occupational code, and grade of Agency
’ positions and for the determination of appro-
priate qualifications of individuals assigned

to positiong.  ed For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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. a, Position and Qualification Standards, 2,0 Temporary. Destroy when superseded or ob-
Arranged by occupational code numbers, solete.
: b. Reproduction negatives for position and ol Temporary., Destroy when superseded or ob-
v qualification standards, solete. .

Lo8 | POSITION EVALUATION CHART FILE

Congists of working copies of Position 1.0 Temporary. Destroy upon publication in a
Evaluation Charts containing information on position standard.
! positions such as grade level, scope and
. effect, supervision or guidance received,

ete, Copies of these charts will be incor-
porated in the position standards upon final
coordination and approvale

409 | POSITION STANDARDS INDEX

Consists of a loose-leaf binder containing 02 Temporary. Destroy when superseded or ob-
listings of position standards and qualifi- solete.

cation standards published or in process.
Listings are used for reference purposes.

(1955)

L10 | CHARGE-OUT LOG

. Consists of a log used to charge position ol Temporary. Destroy when 3 months old.
standards, qualification standards, and
position descriptions out of the Branch,
Information on log includes publication title
or code series, charge-out date, name, date
returned, etc,

. (1955)

"
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111 | REFERENCE PUBLICATIONS FILE

s

Consists of published material such as regu- | 19.3 Temporary., Destroy when no longer needed
) lations, notices, position standard hand- for reference purposes.

* books, CSC standards, guldes, etc,,
maintained for reference purposes,

412 | LIBRARY MATERIAL

Consists of bound library books, dic- 2,0 Temporary., Return to Library when no longer
tionaries, guides, manuals, etc.,, maintained needed for reference purposes,
. for reference purposes,

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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OFFICE, DIVISION,

BRANCH

Personrel, Contract Persornel Division; Offics of the Chief
3

s

CHEDULE NO.
B A

7A000100250001-5

CONCURRENCE

29

[ Y

(64

I TEM
NO.

3 FI1LES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) »

VOLUME
(CUBIC FT.)

m} Pt/ (L)

DISPOSITION INSTRUCTIONS

‘{::-l-
\»

DIVISION SUBJECT FILE

Consicts of correspowndenca, reports, and other
papers pertaining to the drafting of conbracts
for personal services of individnals, commerw
cial firms, ard edncational institubtionss
computation of equalization allowances; and thé
adninistration and processing of staflfl agents,
Filed alphabastically by subject,
(1952-1956)

ACTIVITY REZPORTS FILIE
Congiets of rorrative reporis rrepared bi-
wealkly for the Director of Personnel, These
reports contain information on the developrant
of controets, s pecial staff agent cases, '
elessiftination of Poshts for pay povrposes,
equalization allowanees granted, etc, Filed
chrenclorically,

&

FROMRESS REFORTS TILE

gemisannual and annual rercrbs
~pepared fer the Director of Perzonrel. These
reports convein sumparized information telen
from the bilewselly reporis and ontline rrog=
ress, program plans, and objeciives., Filed
chronologically.

(1555-19%5)
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SELRET

116 | CONVENIFNCE FIEE (Reading)

Consists of exira copies of outgoing o6 Temporary. Destroy when 1 year old,
correspondence mainteined for convenience of (Cut off at end of each year; destroy
reference. Filed chronolcgically, : 1 year thereafter,)

{1552-1956)

Ly DIVISICN PERSONNEL FLLE

Consists of copies of personnel documents o2 Temperary. Destroy & menths after
. which reflect the assignment, transfer and transfer or geparation of employee.
promotion of Division employees; alse includes
OFLb and other information used in adwinister—
ing the actlvities of Divisicn personnel.
Filed althabetically by surname,
{Current )

418 LIBRARY MATERIAL

- Coneists of bound library books, dicticmaries;| 1.2 Temporary. Return to Iibrary when no
guides, manvals, etc., mzinteined for longer reeded for refercnce purposeg.
reference purposes.

N

by,

! \-‘.gj'
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OFFICE, DIVISION, BRANCH S1GNATURE

Persomnnel, Contract Personnel Division, Specisl Contracting
Branch . TITLE

ITEM FILES IDENTIFICATION VOLUME D1SPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cUBIC FT.)

419 | BRANCH SUBJECT FILE

Consists of correspondence, reports, and other Temporary. Destroy when 2 years olde

papers accunmulated in the general administra- (Cut off at end of each year; destroy

tion of the activities of the Branch, Filed 2 vears thereafter.)

alphabetically by subject.
(1950-1956)

PERSCONAY. SERVICES FOLDER FILE

Comsists of case files containing papers
documernting the assigmments of detailed
military personnel and the personal services
of an employes on & combtract basls.

a. Detailed Military Persommsl Yolders, Files Temporary. (Filas folders alphabetically
eontain coples of the letters cf fubthorlzas« by name in inactive file uron completicn
tion, Amemdments, the Military Detall of assignment. Cut off inactive file at, C.Z
Information Check list, ete. Filed al- at end of each yezr; transfer to Ay W’
phabetically by pseudonym. 3 years theresfter.)

(Current)

Contract Personnel Folders, Files contain Temporery. (File folders alphabetically
copisg of thas contract, amendments; and by name in inactive file upon termiratior
cther supreriing papers. Filed alrhabete of contract., OCut off inactive file at
ieally by pseudonym or cryptonym as end of each year; transfer to
appropriate. p years thereafter.)

{Current)
)t';o-« W E70 A b4 27T E

e e 0
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§21 | CONTRACT CONTROL FIUE SEggE;i

Consists of copies of Form 334, Contract Lhe3

Temporary. Destroy when 3 years olde

Y

Loo

h23

CONTRACT EXPIRATION AND RENEWAL FTLE

DOCTMENTATION CARD LLG

Comtrol, used to recoerd contract data and %¢

notify area divisions of contract expirstions.
Form contains information on criginal contract
date, amendments, names and statvs of individ-
ual, compensation, etc. Arranged organizationy
ally andé&lphabetically by project and pssudonym

thereunder,
(1949-1956)

Consists of & file maintained in two parts
containing information on expiring contracts
and eontracts for which renewals have been
requested.

a. Consisis of retained copies of ccvering
remorarda and eopies of listings containe
ing the nsme of each individual whose
contract is expiring. IListings are
forwarded tc the area divisions for
appropriate action.

(195311555)

be ITncoming mermoranda containing the names

of those individuals for which the area

divisions requested renewsl of contract.
Filed organizaticnally,
(1951~1955)

Consists of 5% X 8" cards maintained on
contract personnel, staff agents, and detailed
military personnel, and a 3" X 5% cross

refer re used t
reco

FORM NO. ‘393 m;

1 _JAN S§

Filed crganizationally.

o3

o3

(Place in inactive file upon expiration

of contract; cut off inactive file at

end of each year and destroy 3 years therew
after.)

Temporary. Destroy when 6 months olde

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)
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ITEM NO. FILES IDENTIF{CATION vOL UME DISPOS ITION INSTRUCTIONS
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o a. 5" X B" cards containing employee +0 | Temporary. (Place in inactive file
’ psevdonym, area divieion to which assigned, upon termination of services. Cut off
and a code nuvmber used as a cross referenc insctive file at end of each year;
. These cards are used tc rscord the receipt transfer tc ¥83 3 years theresafter,)
‘ ard dispatch of documentation on contract ol G, 7.
persomnel, staff agents, detailed military ’\
personnel, and are filed alphabetically by dee iz 4%/ epo Y 2y 4/44
pseudonym. /v )
(1951-1956) pharge. By .
of
b, 3" X 5% cross reference maintained in two 1.2 Temporary. Destroy upon transfer related
zets; one set arranged numerically by ceds 5" X 8" card loge
. nrmber; and one set arranged alphabetically
by name.

hah AGREFMENTS FIIE

Consists of retained cories of various types heO Permanente. Disposal nct authorized.

3 of agreements between the Agency and individuall (Place in file of ccmpleted projeets
companies, commercial firms, ebe, File also upon termination of project; cut off
contains information on plans for the internal completed project file at end of 2 years

e processing and integration of individuals into and transfer to Recorde Center.)

the orgenizations; the organigation and functiop
of the compenies, firms, ete.; and serves as
the documentation for certain projects and
participants in the projects. Filed alphabet-
ieally by gproject.

o (1952-1956)
hos SAMPIE CARDS
Congists of 5" X 8" card files containing 1.0 Temporary. Destrcy when superseded or
sample paragraphs used as guldes in preparing obsolete.

routine contracts. A reference card file is
maintained by each perscn responsible for pre=
paration of conmtracts. Filed alphabetically
by paragraph subject content,

(Current)
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b

h26 SELECTED CONTRACT FILES

Consists of copies (in addition to those in - . Temporary. Destroy when no longer needed
the appropriate Contract Personnel Folder) of for reference purposes,

contracts selected for possible later use as
guides in the preparation of similar contractis.

APPOINTMENT REFZRENCE FILE

Consists of copies (in addition to those in 5 Temporary. Destroy when 1 year old.
the individual Staff Lgent Files) of letters (Cut off at end of each year; destroy
of Appoimtment maintained for reference and gui 1 year thereafter.)
in the preparation of similar letters. Filed
alphebetically by pseudonym.

(195L~1956)

CONTRACT CORRESPONTENCE FILE

Consists of loose-leaf binders containing copie Temperary. Destroy when 2 years olde
of incoming and oubgroing correspondence (Cut off at end of each year; destroy
pertaining to the preparation of contracts, 2 years thereafter.)

contract amendments, c ancellations, etc. OCople
of outgoing correspondence may be duplicated in
the Conwentence Reading File, Arranged organic
tionally and chronologically thereunder.

(1952#1955)

Temporarye. Destroy 1 year after
expiration of agreement,

ahpoy
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: RECT
! 430 | COURTER RECEIPT FILE G
Destroy when 1 year olde

) Consists of the Branch couy of Form 35=16, o2 Temporarye.
% Gourier's Classified Mail Receipt, which was

signed by the c curier at the time the material
was picked up for delivery to addressees

Filed chronologically.

(2955-1956)
31 | REFERENCE PUBLICATIONS FILE
. Consists of published material such as regula- o5 Tempoiary. Destroy when no longer
needed for reference purposes.

tions, notices, handbooks, etc., maintained
for reference purpesess

k32 - | TIBRARY MATERTAL
Return to Library when no

Consists of bound library books, dictiomaries; | 3.0 Terperary.
guides, manuals, etc., maintained for longsr needed for reference purposet,

reference nurpcses.

SECRE
DP78-004§7A000100250001-5
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(CUBIC FT.)

VOLUME DISPOSITION INSTRUCTIONS

433

iog
)
=

L35

STATISTICAL REFURTS FIIE

Consists of an wmurbered form titled "Status
of Staff Agenmbs," prepared monbhly to furnish
statistics to the Statistical Reporting Branch
te be included in “the appropriate registers,
Information inclvdes t he mmber of staff agents
on duty at end of mombh, gross gaing and 1ssses
nember in progesc, etce Filed chronologically,
1954-2956)

STECTAL REPCRTS FIIE

Consiste of reports preparsd in response o a
reguest cn the stabus and achivities of staff
agents. Heporte are primarily for area
divigion information and contain procedures for
processing staff agent actions, staff agents
who are retired military personnel, number of
agents on duty, ete, Arranged alphabetically
bty subjact matier,

(195-12955)

OFFICIAL STAFF AGENT FOLDER FIZLES

Censists of two files maintained on staff agents.

Files contaln papers which complately document
the service of an employee as a staff agent and
are maintainsd sepsrately for seenriiy reasonse

Permanent, Sisposal net authsrised,
Retain in Turvent £ilss area indefinitely.

o1 Temporary., Destrey when 2 years old.

7]
gg—&fﬂ ZA000100250001-5
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| voLumE | DISPOS I TION . INSTRUCT | ONS

. ITEM NO. FILES IDENTIFICATION
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; a, Yolder Filas, Vonsists of request for 13,5 | Temporary, Upon termination of employees
appointment of individual as staff agent, service as a staff agent.
Staff Agent Letter of Appointment, SF52,
. Request for Porsomnel Action, etg., Folders 1. Sterilize documents in folder,
contain a code number eross referenced to
the Confidential Jacket File and are filed 2+ Forward to Records and Serrices
alphabetically by pseodonym. Division for incorporation in the
(Current) Official Personnel Folder,
be Confidsntial Jackst File, Consists of 6,0 Temporary., Upon termination of employse's
. documents in true name such as Form 57, Pers service as a staff agent forward to
soral Hisbory Statement, Form 259, Medical Records and Services Division for in-
Action Request and Report, Pseudonym corporation in the Official Personnel
Acknowledgement Form, etce, and filed Foldera
nuserically by code mumber,
{Current}

a 136 | STAFF AGENT RECCRD CARD FILR

) Consists of OFLb, Employ=e Record Card, main- o2 Temporary. Destroy 1 year after

' tained on staff agents and used asz a basis for termination of staff agent status.

initiating personnel actions; recording personndl

actions, training, and qualifications; and

noting other information needed in the manage-

mont of staff agents. Filed organizationally
and by pseudonym thereunder,

‘ (Current,)

437 | STAFF AGENT POIICY FIIZ

Consists of a loosewleaf binder comtaining o1 Temporarys Desiroy when no longer needed
memoranda, excerpbts fromregulations and notices, for reference purposes,

Office of Fersomnel Memoranda, etc, File is
used in the generzl administration of staff
agents and provides information on leave, pro-
motion, marriage, separations, etc. Arranged

alphabatically by subject
Apﬁoll%%lé#?gﬂielease 2005/11/21 : CIA-ﬁ%ﬂ B7A000100250001-5
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TRy 2

PAYROLL CHANGE FILE Eiat i

438

o)

Consists of copies (in addition to thos¢ .6 Temporary. Destroy when 6 months old.
maintained in the appropriate Staff Agent
: Folder)| of SF 1126, Payroll Change
Slip. File is maintained for reference
to payroll changes effected by periodic
step increase, promotion, etc. Arranged
organizationally and chronologically
thereunder.
(1953-1956)
|

‘ 439 FITNESS REPORT NOTIFICATION FILE

Consists of retained copies of form .2 Temporary. Destroy when 3 months old.
letters|sent to area divisions as
notifications to prepare Fitness Reportsg
on staff agents. File also contains
some notifications of overdue Fitness
Reports, Arranged organizationally and
chronologically thereunder.

(1955-1956)

kho STAFF AGENT MACHINE LISTINGS

Consists of copies of machine listings .3 Temporary. Destroy upon receipt of

containing rosters of staff agengtsand new listing.

statistical information on staff agent
, activities, waintained for reference

. in preparing the "Status of Staff

Agents” | statistical reports.

(1955-1956)

Ll REQUEST FOR ?ERSONNEL ACTION FILE

. Consists of copies (in addition to those 1.6 Actions prior to 1 July 1956 - Permanent.
) in the appropriate Staff Agent Folder) Disposal not authorized. Transfer to
of SF52, Request for Personnel Actionm, Records Center when 5 years old.

maintained for convenience of reference
Filed ¢ ronolo%ically. Actions after 1 July 1956 - Temporary.

1953-1956) Destroy when 1 year old.

| SEGREL
Approved For Release 2005/11/21 : CIA-RDP73- 7A000100250001-5
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L2 | TRANSMITTAL FIIR

-

Consists of returned signed copiss of manifes
which acecompanied staff agent personnel actio
and other actions to the appropriate offices.
Filed chronologicallye

(1953-1956)

::j 6 Temporary. Destroy when 1 year olds
(Cut off at end of each year; destroy

1 year thereafter.)

(s

Lh3 | REFERENCE PIBLICATIONS FILE

‘ Consists of published material such as regula- | 2.0 Temporary. Destroy when no longer needed
tions, notices, handbooks, OP Directives, and for reference purposes,

similar reference material.

(41)
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SIGNATURE

TITLE DATE

ITEM
NO.

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

FILES IDENTIFICATION

VOLUME

(CUBIC FT.)

DISPOSITION INSTRUCTIONS

CANY

kb5

Lh6

ATLOWANCES WORKING FILE

POST

EQUALIZATION ALLOWANCE FILE

Consists of correspondence, reports, and

other papers pertaining to the computation

of equalization allowances, processing of

allowance claims, educational claiwms, etc.

Filed alphabetically by subject.
(1952-1956)

ALLOWANCE CLASSIFICATION FILE

Consists of 5"x8" cards containing inforwma
tion on allowances authorized for use at
posts where formalized allowances have

not been established.
name, location of post, the classification
for each type of allowance, and are used ag
guides when processing claims for these
allowances. Filed alphabetically by

post name.
(1955-1956)

Consists of 5"x8" cards waintained on
employees who have been given equalization
allowances in addition to regular post
allowances. Cards contain employee naume,
type of allowance granted, family status,
etc., and serves as a reference to those
employees granted equalization allowances.
Arranged alphabetically by country and post
and by employee name thereunder.

(1952-1955)

Approved For Release 2005/11/21 - CIA-RDP78-004

FORM NO.
1 JAN 56

Cards contain country

.8

.1

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Temporary.
obsolete.

Destroy when superseded or

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)
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v |ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT!ONS
Approved For Release 2005/11/21 : CIA-F?E&8-004B7A000100250001-5

£ L7 | SEPARATTON AND SPECIAL AILOWANCE FITE

’ Congists of case files maintained on employees | 245 Temporary. Destroy when 1 year old.
s who have been given separation or special Cut off at end of each year; destroy
: allowances, Cases cortain requests for 1 year thereafter,)

allowances from the area d ivisions, cecples of
the letters of anthoriaation prepared by this
office and other related correspondence, Filed
alphabetically by name.

(1953%1956)

' Lh8 | REFERENCE PUBIICATIONS FILE

Congists of published material such as regvla= [11.0 Temporarys Uestroy when no longer
tions,; notices; salary tables, trovel remula- needed for reference purposes.

tions; public laws, etes, maintained for
reference purposes.

Approved For Release 2005/11/21 : CIA-R DPg{%&E 87A000100250001-5
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SCHEDULE NO.
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(ORI CONCIRRENCE
OFFICE, DIVISION, BRANCH 2"

P

Personnel, Benefits and Casualty Division, Office of the Chief

ITEM FILES IDENTIFICATION VOLUME DI-SPOSITION INSTRUCTIONS

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) , (CUBIC FT.)

4h9 |DIVISION SUBJECT FIIE

Consists of correspondence, reports, and other 3.4 Temporary. Destroy when 3 years old.
papers perteining to the operation of a program (Cut off at end of each year; transfer
. of life, health, and certain incidental insur- to the Records Center 1 year thereafter.)

ance coversges for Agency personnel; the pro-
cessing of claims resulting from these coverages)
the counseling and guidance of personnel concern
ing Civil Service Retirement benefits; and the
general supervision of the CIA Credit Union.
Filed alphasbetically by subject.

. (1954-1956)

L 450 | MORNING REPORTS FILE

Consists of reports prepared daily by the .1 Temporary. Destroy when 3 months old.
brenches containing information on the previous

days activities. These reports are submitted

to the Division Chief for informaticnal purposes)

. Filed chronologically.
(1955-1956)

L5) | ACTIVITY REPORTS FIIE

Consists of bl-weekly activity reports covering .3 Temporsxry. Destroy when 1l year old.
N the activities of the branches and summary re- (Cut off at end of each year; destroy
ports for the Division which are submitted to 1l year thereafter.)
the Director of Persomnel. Reports contain
: informstion on claims settled, refunds issued,

new applications received, MIA cases, etc.
Filed chronologicamsh_l%@ eronry

Approved For Release 2005/11/21 ; CIA-RBP?8-004B7A000100250001-5
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ITEM NO.

FILES IDENTIFICATION

VOLUME

DISPOSITION INSTRUCT IONS

k52

453

L5k

455

» Approved For Release 2005/11/21 : CIA-K
SEMI-ANNUAL PROGRESS REPORTS FILE

Consists of nerrative reports prepered for the
Director of Personnel. The reports contain
summarized information taken from the bi-weekly
reports and outline progress, program plans,

and objectives. Filed chronologically by fiscal

year. .
(1955-1956)

CONVENIENCE FILE (Reading)

Consists of extra coples of outgoing correspondr
ence maintained for convenience of reference.
Filed chronologically.

(1953-1956)

CREDIT UNION BOARD OF DIRECTORS FILE

Consists of the official minutes, reports, and
other correspondence related to the meetings
of the Bosxrd of Directors for the Northwest
Federsl Credit Union. File contains 1nformatio#1
on the financial status and policies and
procedures for the internal operation of the
Credit Union system. Filed alphabetically by

subject. _
(1952-1956)

REVOLVING FUNDS FILE

Consists of retained copies of Form 33-16,
Accounting by Individusl For Advance, Form
36-126, Reimbursement For Transportation Expense
related correspondence reflecting accountability
for expenditures on a monthly basis. This file
containg information on funds used for emergency

m%&gaiiygxpenses by the Division. Filed
ApprovetPPari@€dse 2005/11/21 : CIAR

DP78-00

o s gty R

1.8

.1

87A000100250001-5

Temporsry. Destroy when 2 years old.

Temporary. Destroy when 1 year old.
(Cut off at epd of each year; destroy
1 yeer thereafter.)

Permanent. Disposal not authorized.
(Cut off at end of every other year
and transfer to the Records Center 2
years thereafter.)

Temporery. Destroy when i years old.
(Cut off at end of each year; destroy
It years thereafter.)
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56 | CABLE FIIE

LIBRARY MATERIAL

Consists of a record of the receipt and dis-
patch of cables received from field offices
and forwarded to the branches for action.

Contains information on subject matser, cable
nunber, date received, to whom sent, etc.

in this file. File arranged organizationally
and chronologically thereunder.

(195k4-1956)

MASTER INSURANCE POLICY FILE

Consists of master insurance policies issued

by companies insuring agency employees. These

policies serve as a source of reference to the

insured for policy limitations, coverages, ete.

Individusl policies were not issued by the

United Benefit Life Insurance Company.
(Current)

REFERENCE PUBLICATIONS FILE

Consists of published msterial such as regula-

tions, notices, GEHA leaflets, etc., maintained
for referance purposes.

Consists of bound library books, dictionaries,

guides, msnuals, etc., maintsined for reference
purposes.

After appropriate action cables are also placed

., : :{;’!
Approved For'ReleasergOO5l1 1/21 : CIA-"?DP?B’-‘&O

.6 Temporary. Destroy when 1 year old.

(Cut off at end of each year; destroy
1 year thereafter.)

Permanent. Disposal not suthorized by this
schedule. (Retain in current files area
indefinitely.)

Temporary. Destroy when no longer needed
for reference purposes.

Temporary. Return to Library when no
longer needed for reference purposes.
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SCHEDULE NO.

REQORDS/ T FORGRelS@isEDB05/11/21 : cmm@ﬁé:@ﬁz 7A000100250096-5

CONCURRENCE

OFFICE, DIVISION, BRANCH

SIGNATURE
Personnel, Benefits and Casualty Division, Insurance Branch )

TITLE

FILES IDENTIFICATION VOLUME

(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) ccupIC FT.) DISPOSITION INSTRUCTIONS

BRAKCH SUBJECT FILE

Consists of correspondence, reports, and related Temporsry. Destroy when 2 years old.

pepers pertaining to the Agency Insurance Pro- (Gut off at end of each year; destroy

gram and the general administration of the 2 years thereafter except papers relating

activities of the Branch. Filed alphabetically to establishment of programs with \mdex:-

by subject. writers which will be retained indefinitely)
(2953-1956)

INSURANCE CORRESPONDENCE FILES

Consists of correspondence, reports, dispatches{ 3.3 Temporary. Destroy when 2 years old.
and related pepers pertaining to the administral (Cut off at end of each year; destroy
tion of the insurance program. Files contein 2 years thereafter.)
informetion on changes of policy coverages,
delinquent premium paypents, application can-
cellations, claims settlements, etc. These
files are a part of the Subject File maintained
separately for convenience of reference. Filed
alphabetically by subject.

(1950-1956)

ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering the Temporary. Destroy when 1 year old.

activities of the Branch. These reports con- (Cut off at end of each year; destroy

tain statistics on new applications received, 1 year thereafter.)

claims settled, refunds issued, delinquent

prenium psyments, ete. Filed chronologically.
(1955-1956)

A000100250001-5
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0 0487A000100250001-5
: 163 |SEMI-ANNUAL PROGRESS REPORTS FILE it

]

Consists of nerrative type reports prepered for 1 Temporary. Destroy when 2 years old.

" the Division Chief conteining summarized infomF,..
tion taken from the bi-weekly reports. These

reports also contain information on major

accomplishments and significant developments.
(1955-1956)

L6L |DEATH BENEFITS AND CLAIMS FILES

Consists of copies of reports, certificates, A Temporery. Upon finel processing of the
and related correspondence accumlated by the claim forward all material on each case to
Branch during the processing of claims for de- the Casualty Affairs Branch to be incor-
ceased employees. Types of meterial includes porated in the appropriate case file.
copies of the Death Claim Certificate, Proof of| (item 488.)

Death Certificate, beneficiaries acknowledgement
of peyment, etc. Filed chronologically.
(1955)

465 | INSURANCE PROGRAMS FILES

Consists of the original spplications, enroll-
ment cards, and copies of certificates of insur
ance prepaered for employees who are members of
the various insurance programs in which the
. Agency participates.

a. WAEPA File. Consists of copies of certifi-| 9.0 Disposal not authorized by this schedule.
cates for life insurmnce coverasges issued (Place in inactive file upon cancellation
by the War Agencies Employees Protective - of policy; cut off inactive file at end of
Assoclation. This file also includes the each year and transfer to records Center

: Accidental Death Clause, Employees Ste.temen,t 1 year thereafter.)

of Heslth, and Form 37-191, Insurance
Application Attachment. Filed numerically
by certificate mumber.

(19%7-1955)

Approved For Release 2005/11/21 : CIA-&DP%;E)@4 B7A000100250001-5
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1, Specifie cf Disease Tickler File., Conw ol Temporary, Destroy upon cancellation

B sists of 3" x 5" cards containing name of contract,

of employee, policy number, effective

date, and amount of premium, These

g cards are used to notify employees of

premium due dates, Filed chronologi-

cally by date premium is due,

(1955-1956)
g. Income Replacement File, Consists of a ol Disposal not authorized by this scheds
5" x 8" Enrollment Card containing employees ule, Retain in current files area
name, contract number, signature, etc,, and indefinitely,
. a ledger sheet showing premiums collected
and payments to the underwriter. Filed

alphabetically by name,
(1955-1956)

66 | INSURANCE POLICY AND CONTRACT NUMBER REGISTERS 6 Permanent, Disposal not authorized,
Retain in current files area inde=
Consists of individual registers used to finitely.
e assign policy and contract numbers to parti-
cipating members of the various insurance
programs, Registers contain name of employee)
number, assigned, effective date, and amount
of premium, Files arranged numerically by K
policy or contract number
(1953-1956)

467 | PREMIUM COLLECTION FILES

Consists of invoices, machine listings, and
daily cash records prepared and used as work-
ing tools in the collection and recording of
insurance premium payments,

a, Invoice Files, Consists of copies of in-| L,0 Temporary, Destroy 2 years after
voices containing names, contract numbers;: andit, (Cut off file at end of each
and amount of premiums collected for those year; destroy 2 years after audit.)
individuals making premium payments to

Agency collectors, Filed chronologiecally

(1948~1956)

Approved For Release 2005/11/21 : CIA-R bPiS}QQﬁ 87A000100250001-5
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ITEM NO.

FILES IDENTIFICATION

{, .. yoLUME;

DISPOSITION INSTRUCT IONS

468

k69

b. Daily Castl RECOHE FiYeRs “OOnALAEH 3’121&:9}@'%”’.@'004

copies of an unnumbered form, titled "Daily
Cash Record.' This record contains an
account of ell monies collected and disburses
by the cashiers on a daily basis. Official
copies are maintained in the Voucher File.
Filed chronologically.

(1951-1956)

¢. Machine Listings. Consists of machine list-
ings containing the names of those employees
making premium psyments by payroll deductions,
Listings are used to post premiums to pay-
ment cards. Filed chronologically.
(1954-1956)

2

-UNCOLLECTED FUNDS FILE

Consists of 3" X 5" cards prepared on employees

whose checks were not acceptable by the bank.

Cards contain name of employee, date of check

end amount, resson for non-payment, and dis-

position of case. Filed alphabetically by name.
(1953-1956)

PREMIUM POSTING CARD FILE

Consists of 5" X 8" cards used to record premium
payments of WAEPA policy holders. The cards
contain name, policy number, effective date,
beneficiary, and amount of premium paid. Cards
for cancelled polcies are maintained separately.
Filed alphabetically by name.

(1952-1956)

Approved For Release 2005/11/21 : CIA-R
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87A0001002500¢k:8tr0y when 6 months old.

Temporary. Destroy when 1 year old.

Temporary. Destroy each card upon
final disposition of case.

Temporery. Destroy 4 years after audit.
(Place in inactive file upon cencellation
of policy; cut off inactive file at end
of each year and destroy 4 years after
audit.)
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470 | PREMIUM PAYMENTS FILES

5L
Yoox

)

Consists of copies of listings, Group Billing 2.2 Temporary. Destroy U years after audit.
. Controls, and covering memorandums which ac- (Cut off file at end of each year;
: companied checks sent to the underwriters as destroy 4 years after audit.)

peyment of premiums for the various types of

insurance. Listings ani billings contain

policy or contract number, amount being paid

for each, new and cancelled policies for the

month, etc. Filed chronologically.
(1947-1956)

471 | CLATMS REIMBURSEMENT FILE

Consists of retained copies of letters forwarded 1.2 Temporary. Destroy when 2 years old.
to the Mutual Benefit Health and Accident (Cut off at the end of each year; destroy
Aseociation as requests for reimbursement on 2 years thereafter.)

claims paid by the Branch. The letters contain
the totel amount of the claim and an itemized
ligt of expenses involved. The receipt portion
of the check is attached to the appropriate
letter when payment is received. Filed
chronologically.

(1953-1956)

k72 | HOSPITALIZATION CLAIMS REGISTER FILE

‘ Consists of an unnumbered form, titled “Settle-| 1.0 Disposal not euthorized by this schedule.
ment of Mutuasl Hospitalization Claims" used as (Cut off at end of each year; transfer to
a reference to claims preocessed by the Branch Records Center 1 year thereafter.)

and as & check against double peyment. Informat
tion on forms include name, policy number, date]
patient wes hospitalized, amount paid, etc.

s Filed alphabetically by name.

(1954-1956)

' bg@7A0001 00250001-5
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473 | REJECTED CLAIMS FILE

Consists of cases on employees whose claims for| .1 Temporary, Destroy when 5 years
hospitalization reimbursement have been refused;} old,

File contains correspondence and related papers
pertaining to reasons for refusal of payment,
nature of illness, medical treatment received,
etc, Filed alphabetically by name of employee,

ey

(1955-1956)
L7, | CHECK STUB FILE
. Consists of check stubs being held as a receipt| o3 Temporary, Destroy when 1 year
of payment pending return of the cancelled old,

checks, Stubs contain a running balance of the
account, Filed numerically,
(1950-1956)

L75 | BANK STATEMENT FILE

Consists of bank statements and cancelled checks 142 Temporary, Destroy L years after

. returned from the banks reflecting deposit and audit. (Cut off file at end of each
’ expenditure of funds., The bank statements show year; transfer to Records Center
deposits, checks drawn on the account, and the 1 year thereafter,)

current balance, Cancelled checks represent
receipts for payment of claims, premium payments
to the underwriters, etc, Filed chronologically.
‘ (19181956)

476 | VOUCHER FILES

Consists of vouchers and other supporting papers 24,0 |Temporary, Destroy L years after

prepared to reflect a complete accounting of all audit, (Cut off file at end of each
funds collected and disbursed by the Branch, year; Transfer to Records Center
Types of vouchers include those prepared for 1 year thereafter.)

refunds to employees, daily cash collections
from the cashier, premium payments to the under+
writers, claims paid, payroll deductions, etc,
Filed numerically by voucher number,

(1948-1956)

Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5 |
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; 477 | GENERAL LEDGER FILES SRR

Consists cf general ledgers and balance sheets
; maintained as accounting records for the receiptp
and disbursement of funds for the Insurance

Pregrams.

a. Genersl Ledgers. Consists of general .8 Permanent. Disposal not suthorized.
ledgers contalning debit and credit entries (Begin new ledgers each year; transfer
and reflecting receipts and expenditures in to Records Center 2 years after audit.)
summaxy .

. (1953-1956)

b. Balance sheets. Prepared to balance cash .1 Temporary. Destroy each years accumulation

receipts and expenditures on a monthly basis 3 months after balancing the general ledger.

and serves as a worksheet for the annusl
balancing of the general ledger.
(1950-1956)

478 | INSURANCE PREMIUM DEDUCTION NOTICE FILE

; Consists of retained copies of Brm letters .1 Temporary. Destroy ypon vertification
authorizing payroll deductions for insurance of revised listing.

premium peyments. Originsl copies of these

letters are forwarded to the Office of the

Comptroller to have the names included in a

machine listing. Filed chronclogically.

. (2956)

k79 | DELINGUENT PREMIUM NOTICE FILE

Consists of retailned copies of form letters R Temporary. Destroy when 3 months old.
sent to employees as notifications of delinquen¢y
in paying insurance premiums. Filed chronologi¢ally.

(1955-1956)

o =g o -
NERE I
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i

480 | MACHINE LISTINGS

v..-i'i b
Consists of machine listings containing rosters
of personnel participating in the insurance
programs and statistical information on
insurance activities, maintained for conveniencs
of reference.

a. UBLIC Listings. Containing employee name, Temporary. Destroy upon receipt of
policy number, effective date, pre-paid revised listings.
premiums, yeer in which policy will be
cancelled, ete.
(1956)

WAEPA Listings. Containing employee neme, Temporary. Destroy upon receipt of revised
policy number, date of last payment, pre- listings. (Pending internal audit of
paid premiums, etc. accounts.)

(1951-195€%

Unvouchered Funds Listings. Containing the Temporary. Destroy when 2 years old.
pemes of those employees for which payroll
deductions are made for insursnce premium
payments and serves as a reference to the
responsible payroll clerk.

(1956)

CORRESFONDENCE AND MAIL LOG

Consists of a loose-leaf binder containing a Temporary. Destroy when 1 yemr old.
record of the receipt and dispatch of meil
received by the Branch. Separate logs are
meintained for incoming and cutgoing meterial.
Arranged organizationally and chronologically

thereunder.
(1955-1956)

REFERENCE PUBLICATIONS FILE

Consists of published material such as regulati Temporaery. Destroy when no longer
notices, handbooks, circulars, etc., maintained

needed for reference purposes.
for reference purposes. -

Approved For Release 2005/11/21 ; CIA-RID N4l A000100250001.5
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CONCURRENCE
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Personnel, Benefits eand Casualty Division, _Casualty Affairs Branc

SIGNATURE

TITLE DATE

ITEM FILES I1DENTIFICATION

VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

4 INSTRUCTIONS
(cuBIC FT.) DISPOSITION IN U

483 | BRANCH SUBJECT FILE

Censists of correspondence, reports, and other 2.6 Temporary. Destroy when 2 years old.

papers sccumilated in the general administration
of the activities of the Branch.
cally by subject.

(1952-1956)

Filed alphebeti-

(Cut off at end of each year; destroy

2 years thereafter, except pspers related
to esteblishment of progrems which will
be retained indefinitely.)

48k | MORNING REPORTS FIIE

Consists of reports prepared daily for the .1
Division Chief, Reports contain information on
the previous ds.y*’s sctivities such as meetings
atiended, significant requests, personal con-
: tacts made, etc. Filed chronologically.
(1956)

Temporery. Destroy when 3 months old.

485 | ACTIVITY REPORTS FIIE

‘ Consists of reports prepared bi-weekly for the .2
Division Chief covering the activities of the
Branch. Reports contain information on deasth
claim cases, new cases received, eligibility of
contract employees for Agency medicel benefits,
eto. Filed chronologically.

. (1953-1956)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Ratelest Y &
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. 486 | PROGRESS REPORTS FILE Gl

Consists of progress reports prepared semi- .2 Temporary. Destroy when 2 years old.
. annually and annuelly for the Division Chief. (Cut off at end of each year; destroy
k These reports contain summarized information 2 years thereafter.)

taken from the bi-weekly reports and cutline

progress, program plens, and objectives. Filed

chronologically by fiscal yeax.
(1954-1956)

. L87 | RETIREMENT CASE FILES

Consists of case files maintained on Agency 2 Temporary. Destroy 6 years after date
employees who have retired from the government of last action on case.
service. Documents in these files are used by
the Branch in processing each case and include
SF2801, Application for Retirement, Form 46-48,
Notice of Approvel of Disability Retirement
Application, Medical Action Request And Report,
ete. Record copies of pertinent documents are
filed in the Official Personnel Folder. Filed
alphabetically by name.

(1954-1955)

488 | DEATH BENEFTLS AND CLAIMS FILES

. Consists of case files containing papers which .3 Disposal not authorized by this schedule.
document the processing of cleims for the (Place in file of completed cases upon
estate or beneficiary of deceased employees. final settlement of claim; retain in current
Types of documents include copies of Certificate files area indefinitely.)

of Death, Form 645, Statement of Death, SF2800
Application for Death Benefits, Form 901,
Emergency/Casualty Report, and other related

: correspondence. Filed alphabetically by name.
(1954-1956)

™ e o
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ITEM NO.

FILES IDENTIFICAT{ON

k89

k90

COMPENSATION CLAIMS FILES

COMPENSATION AND CLAIMS REGISTER FILE

Approved Fo

Consists of case files maintained on employees
who heve filed claims for compensation or
medical treatment and includes a 3" X 5" card
index. Files contain reports and correspondence
which document each claim and are used by the
Branch to process claims for employees.

a. Csse Files. Containing Form 271, Euployees
Notice of Injury or Occupational Disease,
C.A.4, Claim for Compensation on Account
of Injury, etc. Filed alphsbetically by

name.
(1948-1956)

3" X 5" card index containing nsme of
employee, date claim was filed, type of
claim, and date closed.

by name.
(1952-1956)

Consists of a loose-leaf binder containing
Form 37-193 - Test, Compensation and Claims
Register, used to assign control numbers to
claims. Form contains information such as
neme of daimant, date filed, date closed,
expenditures, nature of claim, etc., and provids
statistical data on types of claims. Arranged
numericelly by claim number.

(1954-1956)

Approved For Release 2005/11/21 : CIA-k_%
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Filed alphabetically

114
]

6.5

3

s

Disposal not authorized by this schedule.
(Place in file of completed cases upon
final settlement of claim; cut off com-
pleted case file at end of each year

and transfer to Records Center 1 year
thereafter.)

Disposal not authorized by this schedule.
Retain in current files areaindefinitely.

Disposal not authorized by this schedule
Retain in current file area indefinitely.

P78:00
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 : CIA- ‘ 437A000T00250007-5
491 | CLAIMS STATUS OF PRECESSING FILE ’

Consists of 5% X 8" cerds containing informa- Temporary. Place in appropriste case
tion on compensation claims, such as date cla file upon completion of final action
was filed, and a chronological listing of all an the case by the Branch (item 48Q)
reports and correspondence received or prepared
by the Branch.. Cards are used as a reference
to the processing of each claim, the color of
the tab on each card indicates the present
status of the claim. Filed alphabetically by
name .

(1952-1956)

EMERGENCY/CASUALTY REPORTS FILE

Consists of copies of Form 901, Emergency/ Temporary. Place in appropriate case
Casualty Report, containing information on file upon initiation of claim, destroy

employee emergency or casualty cases such as all others 6 years after date of report.
death, automobile accidents, or accidents

sustained in the performance of duties. Informa-
tion includes name of employee, date of emerg:;
or casualty, circumstances relevant to the case),
etc. These reports are used by the Branch to
initiate appropriate action on each case.
Filed alphabetically by name.

(1954-1955)

INJURY AND COMPENSATION REPORTS FILES

Consists of copies of Forms 271, Employees
Notice of Injury or Occupational Disease, C.A.l|
Claim for Compansation on Account of Injury,

etc. These reports are prepared by or for the
employee as a record of injury or illness and
contain informetion on date of i or illne

cause, nature, place of empl oymen’z, etc. Fil
numerically by report number.

(1947-1956)

Temporary. Place master Division copies
of all related reports in asppropriate case
file upon initiation of claim, destroy all

others 6 years aft er date of report.

% 740 -
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS

’ Approved For Release 2005/11/21 : CIA-RDP78-06487A000100250001-5
hgh | BEC SECURTTY CLEARRACE PO Y
z VY 8a i
Consists of listings containing nemes of BEC .1 Temporary. Destroy each listing and

employees who are security clesared to receive
* and process Agency compensetion claims. File
also contasins memoranda pertaining to the
clearances, requests for clearances, and
reassignment of BEC employees. Filed chronologically.

related correspondence when all
names on listings are cancelled.

(1949-1956)
4g5 | DOCUMENTATION AND CORRESPONDENCE LOG
. Consists of 3" X 5" cards used to record the .2 Temporary. Disposal not suthorized by
recelpt and dispatch of documents and correspondence this schedule. Retain in current file
pertaining to employee retirement, insurance area.

status, unpaid salary compensation, etc. Filed
alphbabetically by name.

(1954-1956)

496 | PERSONNEL FOIDER 10OG

kot

+ " Consists of a loose-leaf binder containing a .1

record of the receipt and dispatch of the

Official Personnel Folders received by the

Branch. log contains name of employee, name

of requestor, disposition, and date. Filed

alphabetically by name of employee.
(1954-1952§

COURIER RECEIPT FILE

Consists of the original copy of Form 35-16,
Couriers Classified Mall Receipt, which was

signed by the recipient at the time the material

was received. Filed chronologically.
(1953-1956)

Temporary. Destroy when 1l year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

%4
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498

499

Approved For Release 2005/11/21 : CIA-R

REFERENCE PUBLICATIONS FIIE

Consists of published material such as regula-
tions, notices, handbooks, brochures, etc.
maintained for reference purposes.

LIBRARY MATERIAL
Consists of bound library books, dictionaries,

guides, manuels, etc., maintained for reference
purposes.

5.0

N

}487A000100250001-5

Temporary. Destroy when no longer
needed for reference purposes.

Temporary. Return to Library when no
longer needed for reference purposes.

oo L -
Approved For Release 2005/11/21 : CIA-RPP78-00487A000100250001-5

FORM NO. USE PREVIOUS
1 JAN s6 Isga

EDITIONS. RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(41)




. SCHEDULE NO. LI_O 6 2‘1
RECHBAS/ S8 FERORRLHEDRDDS5/11/21 : CIA-RDE 37A000100250001-5 *0=2
K CONCURRENCE

1 OFFICE. DIVISION, BRANCH "1

TTTE

Personnel, Military Personnel Division, Office of the Chief

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.)
500 ADMINISTRATIVE REFERENCE FILE
Consists of copies of correspondence, 2,0 Temporary. Destroy when 1 year old.
reports, studies, machine listings, (cut off at end of each year; destroy
and material similar to that waintained 1 year thereafter.)
‘ by the Administrative Services Branch

for the Division. This file is used
for immediate reference by the Division
Chief in administering the daily
activities of the Division. Filed
alphabetically by subject.

(1952-1956)

2 501 ACTIVITY REPORTS FILE
Consistes of bi-weekly reports covering .1 Tewmporary. Destroy when 1 year old.
s the activities of the individual branchesg (Cut off at end of each year; destroy
and summary reports for the Division. 1 year thereafter.)

These reports are submitted to the

Director of Personnel and contain informg

tion on the status of projects, the

Agency reserve program, personnel in

“ process for assignment, etc. Filed
chronologically.

(1955-1955)

502 SEMI -ANNUAL PROGRESS REPORTS FILE
Consists of semi-annual reports prepared .1 . Tewporary. Destroy when 2 years old.
S for the Director of Personnel. These

reports contain sumwarized information
taken from the bi-weekly reports and
2 outline progress, program plans, and
objectives., Filed chronologically.

(1954-1956) SECRE
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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iTEM NO. FILES IDENTIFICATION
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503 CONVENIENCE FIIE (Reading)

Consists of extra copies of outgoing Temporary. Destroy when 1 year old.
correspondence maintained for conven- (Cut off at end of each year; destroy
ience of reference. Filed chronological 1 year thereafter.)

(1955-1956)

REFERENCE PUBLICATIONS FILE

Consists of published material such as Temporary. Destroy when no longer
regulations, hawdbooks, registers, etc., needed for reference purposes.
maintained for reference purposes.

Sirulih el
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SCHEDULE NO.
REAQRPSvEANTRORCRSAESDOBS5/11/21 : CIA-R b7 000100250001.40-56
N CONCURRENCE

H OFFICE, DIVISION, BRANCH S1GNATURE

Personnel, Military Personnel Division, Adwinistrative Services

Branch TITLE DATE

o

ITEM FILES IDENTIF [CATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

505 SUBJECT FILE

Consists of correspondence, reports, and 6.7 Temporary. Destroy when 3 years old.
other papers pertaining to the procure- (Cut off at end of each year; transfer
8 ment, assignment, administration, and to the Records Center 1 year thereafter.)
‘ disposition of wilitary personnel assigned

to the Agency. This file serves as the
Subject File for the Division and is
maintained in three parts (Army, Air Force,
and CIA). Filed numerically by the Dewey

Decimal system.
(1955-1956)

506 BRANCH OPERATING FILE

Consists of duty rosters, survey reports, 1.0 Temporary. Destroy when 2 years old.
special services reports, and other (Cut off at end of each year; destroy
similar material used in administering 2 years thereafter.

the activities of the Branch and in
providing administrative support to the
Division Chief. Filed alphabetically by

sub ject.
o - (1951-1956)

507 UNIT FUNDS FILES

Consists of vouchers, cancelled checks, 2.0 Tewporary. Destroy 3 years after audit.
bank deposit slips, bank statewents, (Cut off at end of each year; transfer

. council books, minutes of council meetings to Records Center after annual audit.)
and similar types of material used to
acoount for monies received for and
expenfed from the Unit Funds. Filed
organizationally by unit.

(1954-1956)

-

'\rﬁ"’) =a.?!,
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ITEM NO.

FILES IDENTIFICATION

VOLUME

] DISPOSITION INSTRUCTIONS

508

509

510

Approved For Release 2005/1172T: CIA-
CABLE FILE

Congists of extra copies of incoming

and outgoing cables maintained for con-

venience of reference. Official file

copies are wmaintained by the appropriate

area divisions of DD/P. Filed organiza-

tionally and chronologically thereunder.
(1954-1956)

NAME INDEX

Consists of two sets of 1 5/8" x L cardj

a true name card and a &deudonym card.
Both cards contain a code number which
serves as a cross-reference to a loose-
leaf binder. The index is used for
reference purposes in the receipt and
dispatch of correspondence and cables.
Filed alphabetically by name.

(Current)

PROJECT CASE FILES

Consists of case files maintained on the
various projects conducted by the Agency
utilizing military personnel. These
files contain Planning Task Charts,
Letters of Instruction, Activation Orderg
and related correspondence regarding
procedures for the selection and assign-
ment of personnel, utilization of back-
stops, pay and allowances, logistical
support, etc. Filed alphabetically by
project name.

(1952-1956)

Approved For Release 2005/11/21 : CIA-R

)
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m7A0001 00250001-5

1.8 Tewporary. Destroy when 6 months old.
(Maintain a 6-month level; thereafter
destroy oldest month after filing
current menth.)

2 Temporary. Destroy both cards when
cancelled.
1.6 Permanent. Disposal not authorized

by this schedule. (Cowbine material
from the Manning and Personnel Branches
with this file upon completion of each
project. Place entire project in in-
active file; cut off every other year
and transfer to Records Center).
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ITEM NO.

FILES IDENTIFICATION

VOLUME DISPOSITION INSTRUCT IONS

511

512

533

Approved For Release 2005/11/21 : CIA-

UNIT LOCATION CARD FILE

Consists of 5"x8" cards containing informp-

tion on Agency military cover units.
Information includes unit location,
authorization, strength, etc., waintained
for reference purposes. Arranged by unit)
location and numerically by unit number
thereunder.

(Current)

LIAISON CONTACT FILE

Consists of copies of Form 59-45, Report
of Liaison, prepared by the Branch as
requests to have non-CIA employees
security cleared for liaison contact.
These forws are forwarded to the Office
of Security for action and returned to
the Branch as notifications of approval
or disapproval., Filed chronologically.

(1955-1956)

REPORT CF SEPARATION FILE

Consists of Form 37-154, Report of Separa
tion, and the Interview Worksheet, prepar|
from information obtained while conductin
pre-exit interviews. Form 37-154 is used
to prepare the monthly Summary of Militar
Separations which is forwarded to the
Statistical Reporting Branch to have the
information included in the appropriate
statistical report. Filed chronologicall
(1952-1956)

ed

=]

@EWIWAOOM 00250001-5

.2 Temporary.

or obsolete.

Destroy when superseded

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

1.8 Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy

1 year thereafter.)

ppe
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514 SUPPLY REQUISITION FILE
. Consists of a 5"x8" Requisition Form, .1 Temporary. Destroy when request is
- representing requirements initiated by filled or cancelled.

the various offices for supplies,
primarily forws and regulations which
are obtained from the Pentagon. Filed

chronologically.
(1955-1956)
. 515 TOP SECRET LOG
Record of the receipt and dispatch of .1 Disposal not authorized. Retain in
material classified Top Secret, current files area indefinitely.

maintained for security purposes.

Consists of the office copy of Form

38-14. Filed chronologically.
(1951-1956)

516 COMMUNICATIONS LOG
Record of the receipt and dispatch of 1.4 Temporary. Destroy when 1 year old.
cables, dispatches, and other material (Cut off at end of each year; destroy
received, except Top Secret. File also 1 year thereafter.)

contains copies of Tracer Letters sent

on classified documents for which

signed receipts have not been returned.
Filed chronologically.

o (Tos-1956)

517 DOCUMENT RECEIPT FILES

Consists of Registered Mail Receipts, DA
Form 1204, and DD Form 646, Document
Receipts, which were signed by the
recipient at the time the material was

received.
¢ a. Registered Mail Receipts. Filed .1 Temporary. Destroy when 1 year old.
chronologically.

(1955-1956) ;§§jﬁiaf
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ITEM NO. FILES IDENTIFICATION DISPOSITION INSTRUCTIONS
Approved For ] {000 T002500071-5

P 517 DOCUMENT RECEIPT FILES CONTD ¢
b. Document Receipts. Forms 120h .1 Disposal not authorized by this

. and 646. Filed chronologically. schedule. Retain in current files

' (1955-1956) area indefinitely.

518 MAILING ADDRESS FILE

Consists of 1 5/8" x L" cards maintained| .2 Temporary. Destroy when superseded
on all military personnel assigned to or obsolete.
Agency units. Cards contain individuals
name, unit to which assigned, wailing

' address, and are used priwmarily to

route and dispatch personal wail to the
individual. -Filed alphabetically by
name.

(Current)
519 MPD MEMORANDUM FILE
Consists of administrative issuances 1.0 Temporary. Destroy when superseded or
(Military Personnel Division Memorandum ) obsolete.

L prepared and issued by the Division to
: supplement the MDW Meworandums and the
Office of Personnel Memorandums. Filed
numerically by wemorandum number.

(Current)
. 520 REFERENCE PUBLICATIONS FILE
Consists of published materia such as 22.7 Tewporary. Destroy when no longer
Army and Air Force regulations, special needed for reference purposes.

orders, bulletins, training circulars,
MDW Meworandums, etc., maintained for
refeérence purposes.

g

WA .
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NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

521 BRANCH SUBJECT FILE

Consists of Congressional correspondence 2.0 Disposal not authorized. Retain in
correspondence with the Secretary of current files area indefinitely.
Defense, and other papers pertaining to
’ the operation and adwinistration of a
program of procuring qualified wilitary
personnel; management of the JOT Program
compilation of wilitary personnel
statistics; and the coordination of
activities on matters pertaining to
military personnel. Filed alphabetically
by subject.
. (1951-1956)

. 522 NAVY SUBJECT FILE

Consists of correspondence, reports, Navy 2.5 Temporary. Destroy when 3 years old.
publications, retained copies of travel (Cut off at end of each year; destroy
orders, and related waterial accumulated 3 years thereafter.)
in the administration of activities per-
taining to the procurement and assignment
. of Navy and Marine Corps personnel.
Maintained separately from the Branch
Subject File. Filed numerically by
the Navy filing wmanual.
(1951-1956)

B
7A000100250001-5
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ITEM NO.

FILES IDENTIFICATION VOLUME

523

524

525

SECURITY CLEARANCE REPORTS FILE

ACTIVITY REPORTS FILE

MONTHLY STATISTICAL REPORTS FILES

DISPOSITION INSTRUCT IONS

Approved For Release 2005/11727: CIA-

Consists of retained copies of listings .1

containing the nawes of individuals who
have received full security clearances.
Listings are submitted to Machine
Records daily to have the names included
in the appropriate wachine listings.
Piled chronologically.

(1956)

Consists of bi-weekly reports
the activities of the Branch.
are submitted to the Division Chief

and include statistics on the number of
profiles prepared, separations from
assigned duty, security initiationms,
requests for extension of tours of duty,
ete. Filed chronologically.

(1955-1956)

covering
Reports

Consists of reports prepared on a monthly
basis containing statistical information
on reimbursable and non-reimbursable
personnel, JOT training, unit strength,
and personnel assignments.

a. Reiwmbursable and Non-Reimbursable
Reports. Consisting of rosters and
worksheets used to prepare wonthly
compilations which are forwarded to
the Office of the Comptroller.
Filed chronologically.

(1953-1956)

1.2

A

Approved For Release 2005/11/21 : CIA-RD;%Q
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Temporary .

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)
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FILES IDENTIF ICATI10ON VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 20057117271 = CIA- A000100250001-5

ITEM NO.

)

525

526,

MONTHLY STATISTICAL REPORTS FILE CONTD

MANNING TABLE FILES

b. JOT Status Reports. Consists of
reports prepared for the inforwation
of the Director of Training reflect-
ing the present status of all JOT's
participating in external training
and who have not physically returned
to CIA for duty.

(1953-1956)

c. Monthly Strength Reports. Consists
of an unnumbered form containing .
an account by office of military
personnel authorized, on duty, and
in process. These reports are com-
bined with a Summary of Military
Strength By Service report and
forwarded to the Statistical
Reporting Branch to have the informs
tion incorporated in appropriate
registers. Filed chronologically.

(1951-1956)

d. Report of Assigned Personnel. Con-
sists of a report submitted to the
Division Chief monthly reflecting
the current assignment, changes in
assignwent, etc., of Division
personnel, Filed chronologically.

(1953-1956)

Consists of the official record copies
of Agency Manning Tables showing author-
ized wilitary strength, wanpower utilizal-
tion, and future requirements. Tables
are prepared annually, one copy being
submitted to the appropriate parent
service. Filed chronologically.
(1951-1956%

NS
Approved For Release 2005/11/21 : CIA-RM%H7AOOO100250001-5

.1

Filed chronologicallly.

.1

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy when 2 years old.
(Cut off at end of each year; destroy
2 years thereafter.)

Destroy when 1 year old.

Temporary.

Permanent. Disposal not authorized.
Retain in current files area indefinitely
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ITEM NO. FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11727 : CIA- xm W A0001T002500071-5

527 PROGRESS REPORTS FILE

Consists of narrative reports, prepared .1 Temporary. Destroy when 2 years old.
semi-annually for the Division Chief,
These reports contain summarized informa
tion taken from statistical and bi-
weekly reports and may also contain a
tabulation of processing cases initiated
Fitness Reports prepared, etc. Filed
chronologically.

(1953-1956)

PERSONNEL DATA CARD FILES

Consists of two files containing cards
prepared on military personnel who have
been assigned to the Agency, recowmended
for an Agency assignment, or contacted
for a possible Agency assignment. Cards
are used to record information such as
nawe, rank, qualifications, availability
initiation of processing, date returned
to parent service, etc., and serve as a
check against initiation of processing
on previously disqualified personnel.

a. 3x5 cards waintained on all military Temporary. Disposal not authorized.
personnel recommended, contacted, or Retain in current files area indefinitely
assigned. Filed alphabetically by

name ,
(1952-1956)

5x8 cards maintained on Navy and Temporary. Disposal not authorized.
Marine Corps personnel only, who are Retain in current files area

or have been, assigned to the Agency indefinitely.

Filed alphabetically gg nauwe.

(1949-195

SR

iR
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529

530

531

Approved For Release 2005/11/27 : CIA-

CONVENIENCE FILE (Reading)

Consists of extra copies of outgoing
correspondence maintained for convenienc
of reference. Filed chronologically.

(195k-1956)

TABLE OF ORGANIZATION FILE

Consists of copies of the Division T/0
used for reference to authorized posi-
tions, position numbers, incumbencies,
unit strength, etc., File also contains
retained copies of Form 261, T/0

Change Authorization, copies of requests
for changes, and concurrences. Record
copies of the T/0 are waintained by the
Position Evaluation Division. Filed
chronologically.

(195k4-1956)

PERSONNEL REQUISITION AND REQUIREMENTS FILES

Consists of personnel requisitions,
reports, tabulations, and related materi
used to compile the Agency's military
personnel requirements. These require-
ments are submitted to the Department
of Defense on a fiscal year basis.
a. Requisition File. Contains memoran-
dums frow the operating Offices
representing immediate personnel
requirements. These wemorandums
are submitted to the Branch on an as
needed basis and usually specify
desired rank, qualifications, etc.
Filed numerically by requisition
number .
, (Current)

34

.1

Rl

Approved For Release 2005/11/21 : CIA-
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DISPOSITION INSTRUCTIONS
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Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destroy each T/O and
related correspondence when 1 year old.

Temporary. Forward to Personnel
Branch to be incorporated in the
appropriate Agency Military
Personnel Folder.

U4
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ITEM NO. FILES {DENTIF ICAT ION VOLUME DISPOSITION INSTRUCTI1ONS
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.

531 PERSONNEL REQUISITION AND REQUIREMENTS FILE
CONTD
b. Requirements File. Containing.fiscal .8 Place in file with related i
year requirements submitted by - - Manning Table (item 526) and
operating Offices, correspondence dispose of accordingly.

to and from the Department of
Defense on authorizations, justifica
tions, approvals and disapprovals
of the requirements, explanations
for recommended increases, etc.
‘ Filed chronologically,
(1951-1556)

532 PERSONNEL REQUISITION NUMBER REGISTER

Consists of a record of the control .1 Tewporary. Destroy when 1 year old.
numbers assigned to personnel requisitions.
s Information includes requisition number,
) requesting division, date of request,
desired rank, etc. A new register is
prepared each quarter. Arranged chronoldg-

: ically. (1956)

533 PHS TRANSMITTAL FILE

. Consists of retained copies of form .3 Temporary. Destroy when & months old.
letters used to transmit Personal History

Statements to the Office of Security for
review. Filed chronologically.
(1953-1956)
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SECURITY CLEARANCE NUMBER REGISTER

Consists of a 4"x6" loose-leaf binder
used to assign control numbers to cases
on which Form 377, Request For Security
Clearance, has been prepared and forwarde
to the Office of Security. Arranged
chronologically.

(1951-1956)

SECURITY INITIATION SUSPENSE FILE

Consists of 3"x5" cards which serve as
a tickler for follow-up purposes on
processing cases for which Form 377,
Request For Security Clearance, has been
prepared. Filed chronologically by
follow-up date.

(Current)

POLYGRAPH APPOINTMENT BOOK

Consists of a loose-leaf binder used to
schedule interviews with individuals

by use of the polygraph. Information
includes nawme, date of appointwent, time,
and results. Arranged chronologically.

(1954-1956)

STATUS OF PROCESSING FILE

Consists of 5"x8" cards waintained for
control and reference during various
stages of processing. Cards contain
control number assigned, approximate
EOD, rank, results of polygraph, and
similar inforwation. Information from
these cards may also be used in the pre-
paration of Form 37-129, Cancellation of
Applicant Processing, when appropriate.
Filed alphabetically by name.
(1954-1956)

D, od-Eox qel 2006144094

.1

SECRET

Tewmporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

Tewporary. Destroy when follow-up
actions are coupleted.

Temporary. Destroy when 3 wonths old.

Temporary. Destroy 1 year after
completion or cancellation of
processing.
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538

539

540
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PROCESSING CANCELLATION FILE

Consists of a loose-leaf binder contain-
ing retained copies of Form 37-129, Can-
cellation of Applicant Processing used
in compiling information for statistical
reports. File may also contain correspo:
dence from the Office of Security con-
cerning cancellations. Filed
chronologically.

(1953-1956)

SECURITY CORRESPONDENCE FILE

Consists of correspondence to and from
The Office of Security concerning
requests for clearances, foreign relatiw
of employees, contewplated marriage
of employees, pending cases, etc., used
for reference purposes. Filed
chronologically.

(1951-1956)

PROCESSING FOLDER FILES

Consists of case files on wilitary
personnel, JOT, and ROTC cases who are
being security cleared and processed
for possible assignment to the Agency.
Folders include the personal history
statement, profile, request for personne
action, request for security clearance,
report of interview, and similar
material. Documents from these folders
become a part of the Official Agency
Military Personnel Folder upon entrance
on duty of the individual. Filed
alphabetically by name.

Current)

FORM NO.
1 _JAN

: ‘393 USE PREVIOUS

EDITIONS.

SECRET
5.0

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary. Destrdy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.)

Temporary.
manner:

1. Upon completion of processing and
entrance on duty of individual forward
to appropriate Agency Military Personnel
Folder File.

Disposfof in the following

2. Upon cancellation of processing

a. Place in inactive file.

b. Screen annually and destroy
those indicating a period of
2 years since date of last
interest except those with
a suspense notation for reten-
tion due to security or
medical interest factors which
will be retired to Records
Canter and destroyed when 15

Approved For Release 2005/11/21 : CIA-
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AGENCY MILITARY PERSONNEL FOLDER FILE (Navy,
Marine Corps )

Consists of the official Agency mwilitary
personnel folders containing papers
which document the affiliation of Navy
and Marine Corps personnel with the
Agency. TFiles include correspondence
ard related records pertaining to the
assignments of the individual,
secrecy agreements and wemorandums of
understanding, security clearances,
personnel actions, ete. Filed alphabeti
cally by naue.
(Current)

i

FORM NO.
1 JAN 3¢

Temporary. Dispose of in the following
manner:

1. Upon termination of assignment
for individuals not converted to staff
employee status - -

a. File folders alphabetically by
name in an inactive file.

b. Cut off inactive file at énd
of each year and transfer to
Records Center, 2 years there-
after.

Destroy, at the Records Center,
75 years after birth of
employee or 60 years after date
of earliest document in the
folder. if date of birth
cannot be ascertained, provided
employee has been separated

for at least 5 years.

2. Upon termination of Agency assign-
went and conversion to staff employee
status sterilize documents in folders
and forward to Records and Services
Division to be included in the Official
Personnel Folder File.

Appraved Eor Release 20056/11/21 - CIA-RD
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Approved For Rélease 2005/11721 -

MILITARY PERSONNEL STATUS CARD FILE

Consists of Form 37-14k4, Military Status
Card, prepared on all military personnel
assigned to the Agency. Cards are wmain-
tained in three categories: On requisi-
tion; in processing; and on duty. This
file is used for follow-up purposes in
notifying area division of expiring
assignments and provides statistical
data for the reiwbursable and non-reim-
bursable report, the monthly strength
report, and the bi-weekly activity
report. File arranged organizationally
and alphabetically by name thereunder.
(1949-1956)

ASSIGNMENT EXPIRATION AND EXTENSION FILE

Consists of a loose-leaf binder contain-
ing information on expiring assignments,
and assignments for which extensions
have been requested. File contains
copies of the Notification of Tour of
Duty Expiration that were submitted to th
operating offices, and correspondence to
and from the parent services regarding
requests for extensions and the approvalg
or disapprovals of the requests. Filed
alphabetically by nawe.

(1952-1956)

1.3

3

SECRET

. L]
oL, 1398 121,11

1 JAN s6

DISPOSITION INSTRUCTIONS

00487A000100250001-5

Tewporary. Destroy when 2 years old.
(Place in inactive file upon termina-
tion of assignment; cut off inactive
file at end of each year and destroy
2 years thereafter.)

Temporary. Destroy 1 year after
termination of assignment.

Approved For Release 200511721 : CIA-RDP78-00487A000100250001-5
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4
5L CLASSIFIED DOCUMENT RECEIPT FILE
. Consists of DD Form 646, Classified .3 Disposal not authorized by this
A Document Receipt, which was signed by t schedule. Retain in current files
recipient at the tiwme the material was area indefinitely. '

received. Filed chronologically.
(1954-1956)

545 REFERENCE PUBLICATIONS FILE ]
Consists of published material such as 4.1 Temporary. Destroy when no longer
. regulations, notices, Navy Bulletins, needed for reference purposes.

correspondence manuals, Army Registers,
and similar reference waterial.

7A000100250001-5
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. CONCURRENCE
4 OFFICE, DIVISION, BRANCH SIGNATURE

Personnel, Military Personnel Division, Personnel Branch

TITLE DATE

H

1 TEM FILES IDENTIFICATION VOLUME i

NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.) DISPOSITION INSTRUCTIONS

546 BRANCH SUBJECT FILES

Consists of individual files waintained
by the Army and Air Force Sections of the
Branch. Files contain correspondence,
.‘ reports, and related material accumulated
in the general administration of the
activities of the Sections.

a. Army Section. Consists of correspon{ 1.8 Tewporary. Destroy when 2 years old.
dence on the 6-months wilitary traint (Cut off at end of each year; destroy
ing program, lists of personnel 2 years thereafter.)

backstopped by the various units,

v processing of new employees, and
similar wmaterial. Filed alphabeti-
cally. by subject.

. (1952-1956)

b. Air Force Section. Consists of 1.1 Tewporary. Destroy when 2 years old.
copies of Airmen's Linguist Reports, (Cut off at end of each year; destroy
correspondence on flying status, 2 years thereafter.)
promotion and demotion, assignment,

: etc., Filed numerically by the

. Air Force filing system.

(1954-1956)

547 _MORNING REPORT FILE

Consists of DA Form 1, and AF Form 183,
- which serve as daily accountings for

all military personnel of each unit.
These reports provide continuous certi-
fied strength and status statistics
which are forwardeu to the parent
organizations as required by regulation.

Approved For Release 2005/11/21 : CIA-RI y 7A000100250001-5
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547

548

549

Approved For Release 2005112t CiA=Rt

MORNING REPORT FILE CONTD
a. Morning Reports prepared by reportin
field units, used in Preparing the
combined report for all units, File
chronologically.
(1952-1956)

b. Retained copies of reports submitted
to the parent organizations. Filed
chronologically.

(1952-1956)

MORNING REPORT DATE RECORDS

Consists of Form 37-87, AF Form 1123,
and AF Form 1124, used in the prepara-
tion of and as a supplement to the
worning report. Forms contain informa-
tion such as service number, current
rank, present assignment, location,
allotment nuwber, and similar informa-
tion needed in the daily accounting of
personnel. Arranged by rank and
alphabetically by name thereunder.
(Current)

ACTIVITY REPORTS FILE

Consists of bi-weekly reports covering
the activities of the individual Section
and summary reports covering the activit
of the Branch. Reports include statisti
on personnel returned from overseas,
prersonnel reporting for duty, time
expended on projects, etc. Filed
chronologically.

a. Section Re?orts. 6)
. 1955-195

b. Branch Reports.
(1955-1956)

Annroved Far Rele

FORM NO.
1 JAN 56

EDITiONS.
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3 1.5 Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 1 year thereafter.)
1.7 Temporary. Destroy when 3 years old.
(Cut off at end of each year;
transfer to the Records Center 1 year
thereafter.
2.8 Tewporary. Secrfen annually and
retire those indicating a period of
5 years since separation to Records
Center.
ies
o]
.1 Temporary. Destroy when 3 months old.
.1 Temporary. Destroy when 1 year old.
N (Cut off at end of each year; destro I
00 . CIA-RDPZ8:004B7A00010025@001 Ehereafter. )
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TR000T00250001-5

ITEM NO. FILES IDENTIFICATION
Approved For Releas

; 550 MONTHLY REPORTS FILES (AIRFORCE)

Consists of reports prepared at preseri Temporary. Destroy each report when
intervals (usually wonthly) containing 2 years old.
statistics on various personnel activitiles
such as Report of Airmen Currently in
Flying Status, Report of Military
Personnel Stationed In The Washington,
D. C. Area, Ground Accident Suumary,
General/Colonel Status Report, etc.
Original copies of these reports are
forwarded to the Commander, Headquarters|
Command, USAF. Filed chronologically.
. (1954-1956)

-

551} - PROGRESS REPCRTS FILE

Consists of semi-annual and annual .1 Tewporary. Destroy when 2 years old.
reports prepared for the Division Chief.

These reports contain summarized informJ
tion taken from the bi-weekly reports
and outline wajor accowplishments and
significant developments. Filed

chronologically.,
' (1955-1956)

552 ADMINISTRATIVE ORDERS FILE

Consists of administrative orders. such
as General Orders, Special Orders, TAG
‘ Orders, and a 3"x5" index. These orders
are originated by both this Branch and
the Adjutant General's Office and
serve as the documentation for official
travel of both civilian and wilitary
personnel, assignment to active duty,
shipment of household effects, promotion

= special assignments, etc. Copies of thege
) orders are submitted to the appropriate
services.

g a. Administrative Orders. Arranged k,5 Permanent. Disposal not authorized.

grganizationally and numerically (Cut off at end of each year; “fransfer

hereunder. to Records Center 1

year thereafter.
Approved Foﬂ%ﬁ{éaéaﬁﬁmﬁ 1/21 : CIA-R QR-’I,S{EQIWAODM 00250001-5 )
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g 552 ADMINISTRATIVE ORDERS FILE CONTD
b. 3"x5" card index. Used as a .3 Tewporary. Destroy upon completion of
3 reference to the order effecting travel.

travel of each individual. Filed
alphabetically by name.

(1954-1956)

553 SPECIAL ORDERS LOG

Consists of a loose-leaf binder used to .1 Place with related Special Orders
‘ assign control numbers to Special Orders and retire to Records Center.

prepared by the Branch. Log contains
the order number, date, personnel covereg
by the order, and purpose of the order.
Arranged chronologically.

(1955-1956)

554 PROCEDURES FILE
Consists of the operating procedures 1.0 Permanent. Disposal not authorized.
established for the various Agency Retire procedures for each unit to

* wilitary units. Procedures include Records Center 1 year after procedures
information on the mission and functions are superseded or become obsolete.

of the units, type of travel orders
necessary for personnel in the units,
cover, necessary documentation, etc.

Arranged numerically by unit number.
. (Current)

555 MILITAR% PERSONNEL FOLDER FILES (Army, Air
Force

Consists of the official personnel folders
for wmilitary personnel assigned to the

- Agency. Files contain both the folders
prepared and maintained by the Agency

(Agency Military Personnel Folders) and
those forwarded from the parent services}
N (Field Personnel Records or 201 Files.)

E ¢ ,{.Q
N 5
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i 555 MILITARY PERSONNEL FOLDER FILES ( CONTD)
a. Field Personnel Records or 201 Filee 21.0 Temporary. Screen for sensitive
: couprising current case histories of material and return to parent service
) the individuals and papers which upon termination of assignment of
document their military service. individual. '
Filed alphabetically by name.
" (Current
b. Officers' Command Personnel Records, k.0 Tewporary. Screen for sensitive
Air Force Officers only. Contains material and return to parent service
documents and papers normally main- upon termination of assignment of
tained at the level determined by individual.
. the Coumander of a major air command}
Filed alphabetically by name.
(Current)
c. Agency Military Personnel Folders ho.9 Temporary. Dispose of in the following
comprising papers which document the manner:
affiliation of Army and Air Force 1. Upon termination of assignment

N personnel with the Agency. Files for individuals not converted to staff

: include correspondence and related employee status - -
records pertaining to the assignments a. File folders alphabetically by
of the individual, secrecy agreements name in an inactive file.

o and wemorandums of understanding, b. Cut off inactive file at the end
security clearances, personnel actiohs, of 6 months and transfer to
ete. Filed alphabetically by name. Records Center 6 months there-

(Current) after.

c. Destroy, at the Records Center,

T5 years after birth of employee
or 60 years after date of

. earliest document in the folder

if date of birth cannot be

ascertained, provided employee

has been separated for at least

5 years.

2. Upon termination of Agency assign-
: . ment and conversion to staff employee
status sterilize documents in folder
and forward to Records and Services

. Division to be included in the Official
Personnel Folder File.

e
Approved For Release 2005/11/21 : CIA-RDP78-00487A000100250001-5
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556 MILITARY TRAINING PROGRAM FILES
i
Consists of case files waintained on .8 Tewporary. Destroy when 1 year old.
Agency ewmployees who are participaring ip (Place in inactive file upon completion
3 the Military Training Program. Files of training; cut off inactive file at
contain information such as the sponsoring end of each year and destroy 1 year |
Agency component, individuals military thereafter.)

status, duty station, obligations to the
Agency, and general correspondence to
and from the individual while in the
training program. Filed alphabetically
by nawme.

(Current) 29

557

558 EMPLOYEE INQUIRY FILES

Consists of 3"x5" cards waintained on .5 Tewporary. Destroy when no longer
. both military and [ ]ecivilian needed for reference purposes.
personnel containing name, office to
which assigned, rank or grade, and houme
residence. Cards are used as guides in
answering inquires on credit references,
salary, etc., and as a guide to the
amount of information which can be
= divulged. Filed alphabetically by name.
(Current)

prnin
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14 559

B Temporary. Destroy when no longer
needed for reference purposes.

. 560 MILITARY PERSONNEL STATUS CHANGE FILE
Consists of retained copies of the .8 Temporary. Upon separation place non-
Military Personnel Status-Change Sheet documented Status-Change Sheets in
prepared from information taken from . Official Military Personnel Folder;
SF52, Request For Personnel Action. destroy all others 3 months after
These sheets are used for reference pur- separation.
poses, original coples are forwarded to

W the Statistical Reporting Branch. Filed
alphabetically by name and chronologically
thereunder.

. (1954-1956)

561 PROCESSING DATA CARD FILE

Consists of 5"x8" cards prepared on A Temporary. Destroy upon completion
Air Force personnel being processed for of processing.

. possible assignment to the Agency. '

Completed processing steps are noted
on these cards which are used as s

reference to the processing status of
each case, Filed al habes.ically by name|.

1956

8:00487A000100250001-5

<
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562 PERSONNEL ACTION ABSTRACT FILE

Consists of abstracts prepared from R
information taken from SF52, Request for
Personnel Action, wmaintained for referencp
purposes., Filed chronologically.

(1954-1956)

Temporary. Destroy when 6 months old.

-

563 IMPREST FUND FILE . !

Consists of retained copies of Form 33-16), L

Accounting By Individual For Advance, loan

registers, listings, and related material

Temporary. Destroy when 1 year old.
(Cut off at end of each year; destroy
1 year thereafter.

reflecting accountability for wmonies
loaned frow and repaid to the fund on a
monthly basis. This file contains
information on funds available to
personnel for emergency use. Filed
chronologically.

- (1952-1956)

56k MILITARY PAY AND ALLCWANCES FILE

Consists of DD Form 114, Military Pay
Order, Form DD 115, Military Payroll Money
List, and DD Form 117, Military Payroll
Money List And Certification Sheet, used
to account for and effect changes in the
pay status of Army and Air Force Personnel.

a. DD Form 114, retained copies. Originhls .3
were forwarded to Army Finance as
notifications of changes in pay
status. Filed chronologically.

(1952-1956)

Temporary. Destroy 1 year after close
of pay period to which they pertain.

P

4 1
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564

565

566

Approved For Release 2005/11/21 : (

MILITARY PAY AND ALLOWANCES FILE CONTD

v. DD Form 115 and DD Form 117 received
wonthly for Air Force personnel.
Changes in pay status are recorded
on 1 copy of Form 115 and returned td
the Air Adjutant General's Office.
Filed chronologically.

(1954-1956)

PERSCNNEL ROSTERS

Consists of wachine listings received
monthly from the 7th Machine Records Unit
Pentagon, containing rosters of Army

and Air Force personnel assigned to the
Agency. These rosters are used to
authenticate strength figures. Authorize
changes are recorded on one copy ard retul
to the Machine Records Unit. Filed
chronologically.

(1953-1956)

PAY RECORD INFORMATION CARD FILE

Consists of 3"x5" cards containing pay-
roll informwation on enlisted Army personn
Cards are used in answering inquires
directed to the Branch such as date the
individual reported for duty, effective
date of longevity, allotments, etc.
Filed alphabetically by name.

(1955-1956)

SERE

4'“"1
g 4
H

DISPOSITION INSTRUCT|ONS

r00487A000100250001-5

Tewporary. Destroy 6 months after

close of pay period to which they

pertain.

Temporary. Destroy when 3 months old.

Temporary. Destroy when no
needed for reference.

longer

FORM NO.

1 JAN 356

139a ;20 00"

Approved For Release 2005/11/21 :

[ A-RDP78 00487A000100250001 5
RECORDS CONTROL SCHEDULE - CONTINUATION SHE

(41)




ITEM NO. FILES IDENTIF ICATION VOLUME DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : CIA- .Tgﬁ 7A000100250001-5

=0

567 ARRIVAL AND DEPARTURE REGISTERS

-

Consists of AGASF Form 647, Officer's 2 Temporary. Destroy when 1 year old.
Register, and AF Form 1323, Sign In/Qut
Morning Report Register, maintained as

a record of the arrival, departure,
destination, and similar date pertaining
to wilitary personnel. Filed chronologi

cally.
(1954-1956)

. 568 DISPATCH FILE

Consists of copies of incoming and
outgoing dispatches and Form 4hd
Abstract File Slip. The dispatches
served as transmittals for special orderE,
Erofiles, MPD Memoranduws, ete., and For
hd serves as a log for the dispatches.

s. Dispatches. Incoming and outgoing .6 Tewporary. Destroy when 6 months old.
R are maintained separately. Filed
N chronologically.
(1953-1956)
b. Form 4h4d. Filed chronologically. .1 Tewporary. Destroy when 1 year old.
(1953-1955) (Cut off at end of each year; destroy
I 1 year thereafter.)

Approved For Release 2005/11/21 ; CIA-R] ) 87A000100250001-5
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-

569 ATRMEN'S PROFICIENCY TEST FILE

Consists of test booklets, answer sheets, 2.0 Temporary. Destroy when superseded
q instructions, and similar weterial used or obsolete. d
in adwinistering Airmen's Proficiency Tests.
(Current)

570 RETIRED RECORDS INDEX
Consists of 3"x5" cards containing the .1 Temporary. Destroy when no longer
name of the record series, job nuwber, and needed for reference purposes.

‘ box nuwber of records retired to the

Agency's Records Center from the Personnel
Branch of the Military Personnel Division.
Used for reference purposes. Arranged
alphabetically by record series titles.
(1954-1956)

G 571 REFERENCE PUBLICATIONS FILE

Consists of published material such as 8.0 Tewporary. Destroy when no longer
. CIA Regulations, Army and Air Force needed for reference purposes.

y -Regulations, MPD Memorandums, post
reports, etc., maintained for reference
purposes.

Approved For Release 2005/11/21 : CIA-RDP78-00437A000100250001-5
RECORDS CONTROL SCHEDULE -
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Personnel, Military Personnel Division, Reserve Affairs Branch p— DATE
‘ g
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NO. (TITLE, DESCRIPTION, SARIR[;IE'?PEA;;A;%ATAIIV?)NINCLUSIVE DATES) (c\{ygkgMIEr. ) DISPOSITION INSTRUCTIONS
572 BRANCH SUBJECT FILE
Consists of correspondence, reports, pay| 2.0 Temporary. Destroy when 3 years old.
. scales, training schedules, and similar (Cut off at end of each year; transfer
material used in adwinistering the Agency's to the Records Center 1 year thereafte;
‘ reserve program. This program involves except policies and procedures which will
the iwplementation of reserve training be retained in current files area
courses and the coordination of reserve indefinitely.
activities with the Department of Defens¢
and the Agency Mobilization Staff. No
arrangement.
(1951-1956)
.2 573 ACTIVITY REPORTS FILE
Consists of copies of bi-weekly reports PR Temporary. Destroy when 1 year old.
. submitted to the Chief, Military Personngl (Cut off at end of each year; destroy
v Division. These reports summarize the 1 year thereafter.)
activities of the Branch and contain
statistics on briefings conducted, personnel
participating in training courses etc.
Filed chronologically.
. (1955-1956)
' 574 MONTHLY STRENGTH REPORT
Consists of the Monthly Report of Assigngd .1 Temporary. Destroy when 1 year old.
Personnel submitted to the Chief, Militany
Personnel Division, reflecting authorized
and assigned reserve strength for the month.
. Filed chronologically.
é (1954-1956)
575 CONVENIENCE FILE (Reading)
< Consists of extra copies of outgoing R Temporary. Destroy when 1 year old.
correspondence maintained for conveniencd (Cut off at end of each year; destroy
of reference. Filed chronologically. i 1 year thereafter.)
Approv d -' : 00487 A000100250001-5
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RESERVE PERSONNEL FOLDER FILE

Consists of case files containing papers per-
taining to the reserve status of employees and
their participation in the Agency's reserve pro-
gram, Folders are used in the administration of
the activities of the reservists, Documents and
other actions affecting reserve status are re-
tained by the parent services, Filed alphabeti-
cally by name,

(Current)

MANNING TAELE FILE

Consists of the Official Agency copies of Mane
ning Tables (Table of Distribution) reflecting
authorized reserve strength, utilization, position
changes, authority for position changes, and simi-
lar information, Tables are prepared by the Eranch|
authenticated by the service and returned to the
Branch, Filed chronologically.

(1954-1955)

RESERVE ATTENDANCE ROSTERS

Consists of retained copies of AF Form L0,
AF Form 40a, and DA Form 1379, prepared by the
Branch as attendance records covering authorized
training assemblies, These forms contain the
names of those reservists attending meetings and
are forwarded to the parent services weekly or
monthly as appropriate, Filed chronologically,

(195k-1956)

6.5

ol

o5

Approved For Release 2005/11/21°: CIA-R

DP78-004

DISPOSITION INSTRUCTIONS

Temporary, Dispose of in the follow-
ing manners:

1, For personnel assigned to field
stations, File folder alphabetically
in a file pending return of the in-

dividual,

2, For personnel discharged from the
reserve progran - =

a, File folder alphabetically
by name in an inactive file,

b, Cut off inactive file at end
of each year and destroy 1
year thereafter.

Upon receipt of revised Manning
Table forward obsolete Table to
Manning Branch and incorporate with
item 526,

Temporary, Destroy when 1 year
old, (Cut off at end of each year;
destroy 1 year thereafter.)

7A000100250001-5
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579 | RETIREMENT AND RETBNTYON POIRT RECORD DP78-00487A000100250001-5

Consists of DA Form 1381, Retirement And N3 Temporarye Upon discharge of indie

Retention Point Record, used to record points vidual from reserve program place
a earned by reservists for attending reserve meet- card in related personnel folder

ings, active duty tours, and extension course (item 576) and dispose of accord-

enrollment. This information is furnished to the ingly.

parent services weekly, Filed alphabetically by :

name, -

(1955-1956)

‘ 580 | PERSONNEL DATA TRAINING FILE

Consists of an unnumbered form titled "Person= 2 Temporary, Destroy when no longer
nel Data Training Work Sheet" containing informa- needed for reference purposes,
tion taken from the official Field Personnel Re-
cords or 201 Files, Information on these sheets
is used in planning assignments, transfers, or
requesting training for reserve personnel, Ar-
- ranged alphabetically name,

(1955

MACHINE LISTINGS

581 Consists of machine listings containing rosters o2 Temporary. Destroy upon receipt of

of reserve personnel and statistical information - new listings,
on reserve categories, civilian occupations, etc.,
’ maintained for reference purposes.,
(1955«1956)

o~
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DISPOSITION INSTRUCT IONS
7A000100250001-5

W

5682 | REFERENCE PUBLICATIONS FILE

“ Consists of published material such as regula- 12,5 | Temporary, Destroy when no longer
‘ tions, notices, Reserve Newsletters, Operations needed for reference purposes,

and Training Handbocks, and similar reference

material, '

Approved For Release 2005/11/21 : CIA-EDP78-00487A000100250001-5
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